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alive after five... thanks to her Remington Electric typewriter 


ah, 


oe And no wonder — electricity does) 
the work—helps today’s smart 
women of letters turn out such 
truly beautiful work in so little 
time, with so little effort and so 
pleasing to the boss. 
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and still the best friend 
a secretary ever had 


He got his first job in 1896, helping secretaries turn 
out neat, crisp work. Since then, he has been 
employed in almost every modern and efficient office 
across the nation. He chases fatigue so that office 
gals can enjoy their “after five” hours. He helps them 
take pride in their daily work ...and they are happier, 
the boss is happier, the clients are happier, everyone 
is happier. 


His name is 


Panama-Beaver 


For 60 years, PANAMA- 
BEAVER has helped combat 
“eye fatigue” that strikes at so 
many secretaries during the 
course of the day. All 
“ PANAMA-BEAVER products 
are Vision Engineered, from Hypoint colored carbon 
papers to Lustra Colorful Inked Ribbons that 
harmonize with all papers and letterheads. The EYE- 
SAVER and NEW Ebony Unimasters (for spirit 
duplicating) have tinted jackets to avoid glare, relax 
the eyes, relieve harsh contrast, and permit faster work. 


Find out how PANAMA-BEAVER can become a 


) non-salaried hard working experienced employee in 


your office. Call your local PANAMA-BEAVER 
Man, always a live wire! 


PANAMA-BEAVER 
WOU Ob 


MAnIFOLp Suppites Co. 
19 Rector St. New York 6, N. Y. 











Since 1896 — ‘‘The LINE that can’t be matched.” 











Now... like wearing “Magic Gloves”... GotdouJouel Typing! 


Never 





. \ before such Golden Ease, 


such speed, such print-perfect results! 


Now, The Golden Age of Golden Touch! Suddenly (as if 
you'd put on “magic gloves”), your hands have exciting 
new precision with glorious, new typing ease. The new 
Underwood Golden Touch Electric sharpens your skill; 
saves your strength and precious time as no other kind of 
typewriter can. And for “Him”. . . truly print-perfect 
letters, with carbon-after-carbon-after-carbon print- 
perfect, too. 
P.S. Call your Underwood office today. 


See the Golden Touch Electrics in 5 smart new colors. 
Underwood Corporation * One Park Ave. * New York 16, N.Y. 


new...underwood Golden Souk 


Keyboard Margin-Setting ......... ends wasteful hand-travel! 
Multi-Carbon Dial........ gets you set for up to 20 clear copies 
Electric Ribbon Re-Wind........... ends messy ribbon-change! 
Cushioned Power ..........for wonderful new, day-long quiet! 
Automatic Carriage-Return...... ends tiresome carriage-fling! 
Half-Moon ee perfect protection against chipped nails! 
Personalized Type Styles............. for distinguished letters 
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First Vice President 


mbition to do a better job. 


ourage to do it well. 


“ZO > 


ands willing to work on any task, be it large or small. 
Initiative to have new thoughts. 

nthusiasm without which we are nothing. 

eracity above all. 

loquence to share our ideas with others. 

anners—mind them! They will carry you far. 

nergy to surmount all obstacles. 


ecessity, the mother of invention. 


aAmezm < aw 


enacity to stick with a task until its successful completion. 


Each of these within themselves we should watch with 
care. Together they are only a few things that will bring us 
the greatest award, that of Achievement, whether it be in 
our personal lives, on our jobs, or in our professional or- 
ganization, The National Secretaries Association (Inter- 


national ). 


In NSA, our Achievement Committee has developed a 
yardstick for measuring the extent of our development. It is 
up to us, as individual members and chapters, to see that 
the standard we achieve is a high one. 


Check your activities against all the categories. Have you 
failed “To Open More Doors”? If not, and the doors are 
open, the vistas are there, widespread and beckoning. If 
you have, and the doors remain closed, untold opportunities 
await you. Open these doors, today, tomorrow, and always, 
for greater Achievements in NSA. 


YOUR 
ASSOCIATION BOARD 
OF DIRECTORS 
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enjoy unparalleled 


EASE OF OPERATION 


on the world's fastest electric 


9 


Smith-Corona’s exclusive “Keyboard Slope’ 
slants the keys to fit the natural movements 
of your fingers. That, plus the fact that 
there are more operating controls in the 
keyboard area than on any other electric, 
makes the Smith-Corona the easiest, 

fastest electric ever devised. It also has 

the quietest operation of any electric. 

Why not see and try it for yourself? You 
can arrange an eye-opening ten minute 
demonstration in your own office by calling 
your local Smith-Corona representative. 


SMITH-CORONA ELECTRIC 


3? best business connection you ever made 














_— planning is syn- 


onymous with any progressive business firm or professional 
organization. It has meaning only when an item included 
in such business planning is transferred to “current opera- 
tion.” 

For several years our growing membership, management, 
and the field of business education have been asking us for 
direct assistance, material and programs. With additional 
qualified, administrative personnel we can now begin to 
meet the demands made upon us. 

Of prime importance are the immediate assistance and 
service we can render to our organizational units and the 
complete planning of all physical arrangements for the an- 
nual convention, which must be handled out of headquarters. 
You have been asking for assistance in the establishment of 
chapters in areas removed by distance from nearby units; 
for “in person” assistance when a local difficulty arises and 
it is not possible for an Association officer to take time away 
from her workaday position; for Association participation 
in local activities. Now we can transfer the answers to your 
requests from the “long-range” planning category to “cur- 
rent operation.” 

With an administrative assistant added to our staff, fa- 
miliar with the myraid duties and responsibilities which 
require supervision in an efficient, progressive Association 
headquarters whose every word is “service,” the transfer 
from the future to the present is practically completed. The 





Helen J. Boyle 


In loaducing NSA’S 
New Administrative A\ssistant 








Cassandra D. Waterman 


executive secretary and general manager of NSA’s head- 
quarters office will now be freed from many of the im- 
portant, but time consuming, details which have necessitated 
her constant presence and immediate attention. With the 
load of administrative work divided, it will be possible to 
plan, prepare and effectively present a complete program 
of service befitting our professional standing; and it will 
make the task easier in gaining the recognition and respect 
for NSA and membership in our own Association, which 
mean so much to its continued growth, progress and pres- 
tige in the professional world of today. 

After searching for a year and a half, we never dreamed 
we would be so fortunate as to find a person for this posi- 
tion with the general background we were seeking, coupled 
with a complete knowledge of our Association’s purposes, 
history and future plans for you. But she has been found— 
Cassandra D. Waterman, immediate past president. 

Her educational background reads: Bachelor of Science, 
School of Secretarial Science and Business Education, Syra- 
cuse University, Syracuse, New York—a degree indicating 
successful completion of dual training qualifying the 
holder as either a teacher of business subjects, or as a secre- 
tary. And she has been both. 

Upon graduation, Cassie entered the teaching profession 
and three years later received her permanent teachers cer- 
tificate for the New York State school system. A summer 
job in the stenographic department of The Carborundum 
Company, Niagara Falls, New York, was her first intro- 
duction to the business world, and marked her farewell to 
the teaching profession. From the stenographic department 
to executive secretary for the assistant vice president, 
Bonded Abrasives Division, of this large and well known 
industrial firm, totaled nineteen years of business experience. 

Nor was she just a “working” girl. Patriotic, civic and 
professional groups found her a willing and ready worker 
and testify to her well-rounded personal background: The 
Motor Corps of the American Women’s Voluntary Asso- 
ciation; the Niagara Falls Civic Music Association; the 
Niagara Falls Business & Professional Women’s Club. The 
National Secretaries Association (International) has come 
to know and respect her ability as she progressed from 
chapter secretary in 1948 to Association president in 1955. 

We are more than pleased that, in leaving the industrial 
business world, Cassie has evidenced her faith in the con- 
tinued growth and progress of NSA by accepting the posi- 
tion of administrative assistant at our headquarters office. 


HELEN J. BOYLE, Executive Secretary 
The National Secretaries Association (International ) 
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How does a surgeon know which tool to use? 


RAINING LAYS the foundation of his knowledge. 
Practice solidifies it. Guidance from older surgeons 
perfects it. 

So, the selection of the right tool is sure when the 
surgeon enters the human body toremedy a condition. 

The Roytype Representative also has many tools 
Curved Needle at his disposal. He is trained in their use. He has had 
great practice in how to apply them. The home office 
gives him seasoned guidance. 

Is it a question of inked ribbon? Of carbon paper? 
He knows exactly what to suggest for all types of 
typewriters, bookkeeping machines and duplicating 
processes. 

In fact the Roytype Representative is a trained 
expert . . . a member of an organization which is part 
of the largest typewriter manufacturer in the world 

Royal Typewriter Company. 

He will give you sound advice to help you get out 
Straight Needle y the best work . . . at the lowest cost. 


® Roytype®. .. quality supplies 
for all business machines 
Roytype, a department of Royal Typewriter Company, a Division of Royal McBee Corporation 




















PATENTED EFFICIENCY 
in CARBON use 


(1) Automatic alignment. 
(2) Automatic rotation of sheets of carbon gives 25% 
more wear. 
(3) Automatic warning of last typing lines. 
(4) World’s easiest and most convenient carbon to 
handle. Hands do not touch the coated surface. 
Distributed by Kee Lox Branch Offices in Major 
Cities and by a Growing Network of Authorized 
Dealers. 
Samples sent only on request when letterhead of 
company is used. 
DEPARTMENT S4 


Kee Lox Mfg. Co., Rochester 1, N.Y., U.S.A. 


Kee Lox “Pal” Erasaguard 
each 75c in any quantity. 








THE HOOVER REPORT 
(Second of a series of five articles) 


by ALBERT W. HIGHSMITH 


Probably no area of work by 
the bipartisan Hoover Com- 
mission will be more appreci- 
ated by America’s secretaries 
than its attempts to modernize 


the Government's paperwork management. 

Surely most secretaries have opened official Government 
envelopes to find letters filled with outsized words, legal- 
istic terms and obscure meanings that could have been 
conveyed briefly and concisely. 

Many another secretary has labored over lengthy Govern- 
ment forms that had to be completed and filed with the 
local or Washington office of some Federal agency. 

And hasn't every secretary wished that the Government 
would start a program to bring clarity to its letters and to 
reduce the volume of forms that business must file each 
year with the Federal Government? 

The Hoover Commission’s Task Force on Paperwork 
Management attacked this very problem and spelled out a 
way to meet it with economy and efficiency. 

Huge Dimensions of Paperwork 

The task force found the Government’s paperwork prob- 
lem to be one of huge dimensions. It discovered that each 
year the Government creates and handles 25 billion pieces 
of paper exclusive of tons of printed technical manuals, 
pamphlets, periodicals, and similar mass-produced material. 

And each year the Government prints and uses 18 billion 
forms at a cost of $867 million a year. 

It found that paperwork alone requires the full-time 
services of 750,000 government employees and costs four 
billion dollars each year—more than the entire federal bud- 
get of 1912. 

Of course we must expect paperwork within the Gov- 
ernment to be extensive. Today’s statistics cannot be com- 
pared with those of 1912. After all Government itself has 
grown significantly since then. In a little over twenty years 
civilian employment in the Government has increased from 
583,000 to more than 2,300,000; the military forces have 
grown from 245,000 to more than 3,300,000; and the num- 
ber of government bureaus and agencies has increased from 
570 to 2,135. 
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Former President Herbert Hoover 


Too Much Red Tape 


But the task force found that much government paper- 
work today is unnecessary and is not merely a result of 
government expansion. Too much of it is needless and ex- 
pensive red tape that hampers efficiency and effectiveness 
in governmental operations. 

In its report on paperwork management the commission 
stated: “The enormous volume of paperwork imposed upon 
top Federal executives interferes with their basic responsi- 
bilities.” 

It was paperwork of this type — needless red tape — 
against which the Hoover Commission and its task force 
declared war. 

For example, the commission’s report made this observa- 
tion on government correspondence: 

“Many government letter writers deserve their reputation 
for long words, long sentences, and long paragraphs, further 
obscured by legal terms, abstract nouns, passive verbs, and 
dangling clauses. The prevailing opinion is that this is 
‘Government Style.’ Certainly the quality, style, length, and 
clarity need betterment. More use of carefully prepared 
form replies will effect savings.” 

What Can Be Done 

The Report pointed to strides which have already been 
made to streamline correspondence. It cited cooperative 
efforts between the Internal Revenue Bureau and the Gen- 
eral Services Administration that effected a saving of 
$157,200 in one year in the Internal Revenue’s Baltimore 
office alone. 

(continued on page 31) 
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B ONLY 


| KAGLE-A PAPERS 
| have the famous 


'HINGE-TOP" BOX 


y AGAR: Ve 


aren 


% 





@ Keeps these fine papers neat and clean 
@ Lets you slide out the sheets you need 


Why dig and tug to get typewriter paper out of a box.. 
and get soiled, wrinkled sheets? With Eagle-A’s 

“Hinge-Top” Box, you simply lift the hinged box end, 

| slip out the sheets you want—and they come out smooth 
and bandbox-fresh. Saves time ... saves paper! The 

| unique “Hinge-Top” Box is available with all Eagle-A 





Boxed Typewriter Papers. These fine papers come 
in a wide choice of grades to fit every office budget... 
in letter and legal sizes, plain or ruled: 


100% RAG EXTRA No. 1: Coupon Bond 

100% RAG: Agawam Bond; Coupon, Agawam Onion Skins 
75% RAG: Contract Bond « 50% RAG: Acceptance Bond 
25% RAG: Trojan Bond, Onion Skin and MS. Cover 
SULPHITE: Quality Bond, Onion Skin and Manifold 
TYPE-ERASE: Bond, Onion Skin — with “built-in erasability” 


FREE 


LETTER 
PLACEMENT 


AMERICAN WRITING PAPER CORPORATION 


HOLYOKE, MASS., DEPT. S 
Send your free Letter Placement Guide and 
Miniature Sample Booklet of Eagle-A Boxed 
Typewriter Papers: 


GUIDE 


for secretaries. 
Slips into typewriter 
under letterheads. . 

helps you center 

letters perfectly. 


NAME. 





POSITION 
Please clip coupon to firm letterhead 











Yes, SPHINX TYPEWRITER 
PAPERS 
have done it again! 


.». 1 just got another 
raise! 











That's right, girls! You may not think so, but the boss is al- 
ways aware of the quality of your correspondence. And, he truly 
appreciates neat, clean work. When you use SPHINX TYPEWRITER 
PAPERS —a national leader—you will be assured of the finest qual- 
ity available in the market. Your letters will sparkle with interest 
and legibility. And, they're simply terrific for 
erasures, too! | 


Ask your favorite stationer for 
SPHINX TYPEWRITER PAPERS today 
. «+ You'll be glad you did 

(and so will the boss!). 





3037 





SAXON PAPER CORPORATION 


240 WEST 18th STREET +* NEW YORK 11, N. Y. 


























"There are 
mighty few 
mistakes that 
Klenzo 
won't fix!" 


Miss M., J. R., Secretary 
to a Chicago Executive 
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Erases typing 
ink or pencil faster 
and cleaner! 


AT ALL DEALERS 
BLAISDELL PENCIL COMPANY «+ BETHAYRES, PA. 
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Education Clinic 


The Education Clinic, presented by the Educational Di- 
rectorate and Education Committee, was held Wednesday 
afternoon, July 18, at the Hotel Statler, Detroit. Those in 
attendance at the Clinic were welcomed by Lucille E. Berg, 
CPS, Chicago Chapter, chairman of the National Education 
Committee. Information was presented by the use of skits 
which portrayed the right and wrong way to handle panel 
discussions and planning sessions. 

The first skit entitled, “A Planning Session,” was pre- 
sented by the following members of the Milwaukee Chap- 
ter: Dorothea Caratta, Anita Wotler, Esther Schoessaw, 
Margaret Kimball, Esther Zurstadt, Evelyn Brooks, Dorothy 
Beeton, and Bernice Benkawki. This skit outlined the wrong 
way for a chairman to set up a meeting of her committee. 
The committee had been assigned the responsibility of pre- 
senting a workshop for its chapter. At the end of the 
“wrong” way session, nothing had been accomplished by the 
committee and many of the committee members were re- 
sentful toward the chairman. The second skit showed the 
right way a chairman should do her planning and how she 
should cooperate with her committee. 

The right and wrong way of holding a panel discussion 
was outlined by members of the Lake Shore Chapter (Chi- 
cago) with Mary Lou Stanton serving as the chairman, and 
Ruth Clemence, Barbara Cooper, Jean McLaughlin and 
Eleanor Cunningham serving as members of the panel. This 
skit brought out that the chairman should avoid flowery 
language and the personal note in introducing members. It 
emphasized that each panel member has something to offer 
and should be given the opportunity to express her views. 
A chairman should not allow one panel member to monopo- 
lize the discussion. 

The final skit, “Group Dynamic Techniques,” showing 
the use of films and tape recordings, was handled by mem- 
bers of the Huron Valley Chapter, Ann Arbor, Michigan. 
The part of the chairman was played by Evelyn Kromer, 
president of the Ann Arbor Chapter, and the moderator by 
Betty Bliss, vice president of Ann Arbor Chapter. They 
were capably assisted by Beverly Gargani, Dorothy Hargis, 
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In the account of the Annual Convention in the 
September issue of The Secretary, space did not per- 
mit a discussion of the various clinics that were held 
during convention week. Since the material covered 
was eminently worthwhile and as timely now as it 
was this past July, we report here the highlights of 
some of these sessions. 


Virginia May, Mary Jo Livergood, Frances Hay, Helen Betts 
and Grace Van Liere. This skit clearly showed the advan- 
tages of using the group dynamics method during a work- 
shop. Through this method, greater audience participation 
is secured and ideas from those attending were developed 
and presented to the audience. 

While the skits were being presented, those attending the 
clinic were noting questions on cards which members of the 
National Education Committee collected at the end of the 
third skit presentation. 

Dr. Estelle Popham handled the summation, clarifying 
points for the audience and emphasizing the importance of 
the three subjects. 

A discussion period followed during which Dr. Irene 
Place and Dr. Popham answered both written questions and 
questions from the audience. Many of the questions con- 
cerned workshops and ranged from discussion on whether 
or not a workshop is a ways and means project. The answer 
to this was “No.” Workshops are to be considered as an 
educational and not a profit making activity. It was also 
brought out that chapter size has nothing to do with pre- 
senting a successful workshop. A chapter of only twelve 
members sponsored a workshop that was attended by over 
300 secretaries. 


Public Relations Clinic 

The panel members of this clinic included Barbara Pradal 
Price, director of NSA Public Relations; Ruby Core, Pal- 
metto Chapter (Columbia, S$. C.) and Southeastern repre- 
sentative of Public Relations Committee; and Jettie Lee, 
president of Palmetto Chapter. 

After welcoming the NSA members and introducing the 
other members of the panel, Miss Core outlined the vital 
importance of good public relations and the emphasis now 
being placed on public relations in government, business, 
education, religion, and other fields. She defined public 
relations as “the means used to effect our relationship with 
people at large” and the means used must ring out with 
sincerity and honesty. NSA has a story to tell, a message to 
get across. The means used, in a dignified manner, add up 
to good public relations. 

(continued on page 29) 
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it makes sense 
to use Webster 
Quality Carbon Papers 


CHECK THESE WEBSTER FEATURES: 


Vv Measured scale edge on every sheet pre- 
vents running over bottom of the page. Makes 


RECBEBISE BB | 
Ni Ve) — IN WO [A [IK Ia 


36 

carbon handling cleaner and easier, too. 35 

Vv Stays flat — even in extreme tempera- |-24 

tures. It’s longer wearing which means more | -22 

economy per sheet. re 
V Weights and finishes to fit your individual "30? 
typing requirements. 29 U 
28R 
, , 274A 
At leading stationers’ everywhere "26M 
make it clear... you want 25F 
WEBSTER DURAMETRIC 44T 
23 R 

22 
211 
20 C 

® 12 

18 

17 

CARBON PAPERS 16 








~ FREE SAMPLE. Fill out the. 
your company letterhead. ~~ 





| F. S. WEBSTER CO. [10 
| 9 Amherst St., Cambridge, Massachusetts lok 
; Gentlemen: Please send me a sample of Webster’s 7 S 
| Durametric Carbon Paper. Izn 
| NM 5. acts ears ait a MER a Ease lke Eee le R 
SIs 05.« «<i coanabain ska helen aneen Is C 
BS che ea rey ee ae la 0 
| ET a eS err, with pica 0 elite 0 type. = 
(make of typewriter) | 2 

I usually make ........ carbons. pb 















withouta | 
trace | 


No mistake about it! 
No eraser in the past | 
fifty years has made | 
such an impression as | 
AWM. FaBER’s pencil- 
shaped, one | 
ERASERSTIK. 


It is an important 
tool for every girl 


who is ambitious to get | 


promotions and pay 
increases—because it 
helps her turn out 
beautiful letters. 
ERASERSTIK. erases 
without a trace, leaves 
no frizzles, no ghosts. 
Takes out a single 
letter without blurring 
the word. 


No mistake about it, 
ERASERSTIKS are office 
pets—and so are the 
girls who use them. 
Pick up a couple today. 


7099 without brush 10¢ 
7099B with brush 20¢ 


A.W. FABER 


CASTELL 


PENCIL CO 





| AW.FABER ERASER TIK GELBERICE vs.a.7099 





TIK GL SEW) v.s.a.7099 B: 


_AW.FABER GRASER 
















INC. NEWARK 3,N. J 








an on-the-spot 


report of the 


VASSAR INSTITUTE 


for women 


in business 


A group of business 


women, specifically Certified Profession- 
al Secretaries, from August 5 to 19 
shared a novel educational experience in 
Poughkeepsie, New York, sponsored by 
The Center for the Study of Liberal 
Education for Adults, The National Sec- 
retaries Association (International ), and 
Vassar College. Already skilled in their 
profession and conversant with matters 
pertaining to their daily work, these 
women were sent by their employers to 
the Vassar Institute for Business Women 
in the belief that a two-weeks intensive 
residential program in liberal arts can 
be of value to the student herself, and 
through her, valuable to her company 
and her community. 


The secretary-students numbered 27 
and came from 18 states. They were 
carefully selected for diversity in age, 
marital status, and type and size of em- 
ploying entity. They lived with their 
faculry in Alumnae House and their 
educative experience, entitled “Explora- 


tions in Meaning,” went on at least 16 
hours a day in classes, around the table 
at mealtimes, on the terrace, in the 
library, and walking under the trees of 
the Vassar campus. All members of the 
faculty as well as the students attended 
all the classes. Detailed reports on this 
pilot project will be filed by three ob- 
servers. An unofficial observer at all ses- 
sions was a teacher from England who 
happened to be at Vassar while the 
Institute was in session. 


In daily classes led by Daniel I. Mala- 
mud, psychologist and college instructor, 
the secretaries explored, through discus- 
sion and with audio-visual aids, the 
questions of how people get the way 
they are and how better to understand 
them. For example, they traced the chain 
reaction which started in Joe Doakes 
office to the moment when his child 
kicked the family dog; they examined 
the situation of the engaged couple who 
did not really see each other at all; they 
studied the development of feelings of 
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Lewis Mumford, author, social 
critic, and city planner, chats 
with Alphild S. Bergman and 
Erma Knef after speaking on 
the subject of “Planning for Liv- 
ing in the Urban Society.” All 
“students” at the Institute 

were NSAers and CPS holders. 


hostility and of fears in children; and 
they followed the progress of psychiatric 
treatment of disturbed persons. 


In one absorbing session, the group 
was divided according to birth pattern 
into oldest, youngest, only, and middle 
children, resulting in new and stronger 
bonds of sympathy. A number of minor 
revaluations probably took place when 
the secretaries reached home! 


In other sessions they recalled and 
analyzed their first memories; and, 
working 24 hours that day, they dreamed 
a dream on schedule and turned in a 
written account of it. Later the dream 
was interpreted by the dreamer, dis- 
cussed by the class, and reinterpreted. 
The course ended with sound advice on 
healthy mental attitudes and practices 
to be adopted. 


With the political scientist and au- 
thor Morton Gordon, the secretaries 
studied what is going on in the world 


today and what lies behind what they 
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“Students” at the Vassar 
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Business discuss problems in 
today’s world with Mrs. 
Roosevelt. Shown here with 
Mrs. Roosevelt are, |. to r., 
Marjorie Embree, Great Lakes 
VP Clare Jennings, Betty 
Shaw, and Ruth Layshock. 





see; the structure of government; the 
difference between Politics and politics; 
and the meaning of language, not in the 
interpretation of a word but in its dif- 
ferent connotations to people of different 
cultures. 


To supplement their classroom dis- 
cussions, they saw films and received 
distinguished visitors: Ivan Nagy, for- 
mer Hungarian diplomat; Mrs. Eleanor 
Roosevelt; Stephen K. Bailey, former 
mayor of Middletown, Connecticut and 
now professor of political science at 
Princeton; and Lewis Mumford, author, 
social critic, and city planner. The Demo- 
cratic National Convention on TV pro- 
vided much material for discussion. The 
secretaries left the Institute determined 
to maintain a questioning attitude to- 
ward all political and economic phe- 
nomena, to remember that arguments 
other than one’s own exist and have 
greater or lesser validity, and to look at 
all public issues in terms of the prin- 
ciples involved—in other words, to get 
behind the form to the substance and 
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to insist on clarification of those over- 
worked words, “they,” “this,” and “it.” 


The secretaries reveled in the field of 
creative arts, under the tutelage of Irving 
Kriesberg, artist and lecturer, and his 
wife, Ruth, who is educator, author, and 
musician. Not only were there daily dis- 
cussion groups on painting, music, and 
literature, but all through the day, be- 
tween classes and other events, one found 
little groups reading poetry aloud, listen- 
ing intently to recordings of fine music 
both classic and modern, and scrutiniz- 
ing reproductions of art works. 


The students’ own creative abilities 
were displayed in short-story writing and 
play-reading. They had the experience 
of watching Mr. Kriesberg paint a por- 
trait, as he analyzed his composition and 
methods for them, and they also saw the 
first showing of his art film, “Pastoral.” 
Marilyn Wood, young American dancer, 
came for an evening to explain the com- 
position and structure of the modern 
dance and to delight her audience with 
her grace and beauty. 


Another exciting evening was spent 
with George Balanchine, famous chore- 
ographer, and his dancer-wife, in a dis- 
cussion of the classic ballet. Pete Seeger, 
folk singer and folklorist, had everyone 
singing on the terrace. 


Probably the biggest thrill was a trip 
to Tanglewood, the Berkshire Music 
Center at Lenox, Massachusetts. There 
Aaron Copland spent over an hour with 
the group instructing them on how to 
listen to music. Armed with his en- 
couragement, they visited the many at- 
tractions of Tanglewood—some to hear 


the compositions of young composers, 
in several instances composer-performed; 
others listened to student conductors 
lead the student orchestra; and _ still 
others found their delight in student 
performances of opera scenes. 


Picnic supper on the lawn, listening 
to the choir and looking out over the 
lake to the mountains, was followed by 
the big performances in the Shed of the 
Boston Symphony Orchestra conducted 
by Eleazar de Carvalho, of Brazil, and 
the Boston Pops Orchestra under the 
baton of Arthur Fiedler. 


Miss Garnsey, the Vassar Alumnae 
secretary, and Mrs. Lindberg quickly 
turned Alumnae House into “home” and 
slimming diets had to be abandoned for 
the duration, so delicious and tempting 
were the menus. 


Now and then a free hour was seized 
upon to visit the IBM country club, for 
which the Institute members had been 
given guest cards, and on Saturday night 
many of the secretaries had a chance to 
attend a nearby summer theater. 


The session ended with a “commence- 
ment party,” at which the students dis- 
played unsuspected insight and dramatic 
ability in take-offs of their daily classes 
and, in token of their appreciation, con- 
ferred “honorary degrees” upon their 
faculty. 


Sunday, August 19, found the 27 
secretaries starting back to their 18 
states deeply grateful to their employers 
and to the Institute’s sponsoring organi- 
zation’s for a never-to-be-forgotten ex- 
perience. 
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“+15 not too late to seek a newer world” 


TENNYSON'’S ULYSSES 


the responsible individual 


in the community by Siphen K Bailey 


an address delivered at the Vassar Institute 


\ \ hat is a responsible individual 


in the community? This question may be answered by the 
following descriptive decalogue: 

1. She is faithful to her main job in life—whether in 
the home or outside of it. 

2. She reads the New York Times from cover to cover 
every day, including Sunday. 

3. She sends at least one CARE package a month. 

4. She votes at every election, and knows both the 
issues and the candidates thoroughly before she votes. 

5. She is active in the church. 

6. She keeps track of all important legislation and issues 
at the local, state, national, and United Nations levels—and 
writes to her representatives frequently. 

7. She contributes time and money to worthy causes like 
the Red Cross, the Community Chest, the cancer drive, and 
the hospital fund. 

8. She is a moving spirit in the local civil defense 
organization. 

9. She spends at least three evenings a week in such 
activities as the League of Women Voters, the Library 
Board, or the Women’s Auxiliary. 

10. She is very active in one of our two major political 
parties before, during, and after elections. 


In short, she is tireless and virtuous and if she were not 
a figment of my imagination, she would be thoroughly 
obnoxious. Every once in a while I meet someone who ap- 
proximates this ideal. Usually, the closer I get the more 
uncomfortable I feel, and I console my own inadequacies 
with a recollection of the little girl’s prayer: “Dear Lord, 
make the bad people good; and the good people easier to 
get along with.” 


How many of us set up this ridiculous image? How many 
fine and able people are crushed or exhausted by chasing 
furiously after this kind of unrealizable goal? 
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Mr. Bailey is director of the 
Graduate Program of the 
Woodrow Wilson School of 
Public and International Af- 
tairs, Princeton University; for- 
merly, mayor of Middletown, 
Connecticut. 


The fact is that most of us are not supermen—or super- 
women. Most of us get tired and bewildered and frusttated 
by the endlessness of the obligations which confront us 
every day. We take the world on our shoulders, forgetting 
Justice Holmes’ wise words that “he had learned when he 
was quite young that he was not God Almighty.” In the 
process of building up more obligations than we can carry, 
we create vast anxieties for ourselves and for others. We 
become distraught and hectic. The joy of living is drowned 
in a sea of telephone calls, meetings, and taxiing. We read 
Anne Lindberg’s book with a nod of approval and then 
rush madly off not to the beach, but to the beach wagon. 


Seriously, a responsible individual is one who budgets 
her resource of energy and who places just as high a pre- 
mium on her intimate obligations to herself and her family 
as she does to the community outside. 


Last December, Dr. Ralph Bunche attended an important 
two-day meeting at Princeton. He worked diligently until 
the important matters of the conference had been ironed 
out; but he left before the formal meeting was over. He 
apoligized to me, saying that he had a prior obligation for 
that Sunday afternoon—to take his son to a basketball game. 
I almost wept; for it reminded me that during two years of 
frenetic activity as mayor of Middletown, I had seen my 
family — almost by appointment — only once or twice a 
month. I hadn’t even taken the time to watch the leaves 
change in the fall. The beauty of the first snow was lost in 
my concern that someone would criticize the Public Works 
Department for not plowing all the streets simultaneously. 
The spring grass and the dogwood became—not grass and 
dogwood—but problems for the Park Department main- 
tenance crew. 

I hope that I have learned my lesson. The days of our 
years are fleeting; and with the explosive problems of 
social, scientific, and political change confronting us on all 
sides, we tend to forget that in the 23rd Psalm the words 
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“green pastures” and “still waters” precede the phrase “He 
restoreth my soul.” 


I believe, then, that a responsible individual saves time 
out for the personal and familial cultivation of those facul- 
ties of appreciation, creativity, and love which allow us on 
the earth to drink from the purest wellsprings of the 
universe. 


But the obligation to self and family is certainly not the 
only obligation of a responsible person. All of us live in a 
series of communities described by concentric circles which 
extend outward from our homes and offices to the meridian. 
It is when we begin to ponder our obligation to these ex- 
ternal communities that we get almost hopelessly bewildered. 
For the problems are terrifying, and we know full well that 
unless some of the problems are solved we or our descend- 
ants will be caught in a whirlwind of ugliness, suffering, 
callousness, irrationality—and perhaps universal destruction. 


One of the reasons why it is so important to keep tuned 
to the beauty of life is that our ear is fraught with terror. 
What Emerson said a hundred years ago in a quieter age 
is infinitely more applicable now. “Great men, great na- 
tions,” he said, “have not been boasters or buffoons, but 
perceivers of the terror of life, and have manned themselves 
to face it.” 


Professor Kirtley Mather, in the dedication to his book, 
Sons of the Earth, put it in a slightly different way. “This 
book,” he said, “is dedicated to that unknown ancestor of 
mine who first considered the moral consequences of his 
own conduct, and thus, having partaken of the fruit of the 
tree of knowledge of good and evil, was promoted from a 
paradise of contentment into a world of problems.” 


In some ways our world is infinitely more terrifying than 
that of the prehistoric savage. He may have cowered in his 
cave during an eclipse or a thunderstorm, but we have no 
place to hide. 


I was born in the middle of World War 1 in which my 
oldest brother was killed. In 1931, my father and a num- 
ber of my close relatives were unemployed. My days as an 
undergraduate were lived against a backdrop of economic 
depression and world tension. In the summer of 1937 after 
graduating from Hiram College, I studied at the University 
of Heidelberg in Germany and saw the degradation of the 
human spirit and the release of animal passions consciously 
stimulated by the Nazi regime under Adolph Hitler. My 
two years at Oxford University from 1937 to 1939 were 
lived under the pall of the Spanish Revolution, the Japanese 
invasion of China, the effective collapse of the League of 
Nations, and the growing certainty of a second interna- 
tional tragedy in a single generation. That tragedy hit in 
September 1939, and for the next five years I lived in a 
world of stark personal revulsion and incalculable destruc- 
tion. And I had many friends whose lives were snuffed out 
in the holacaust. 


In 1945 after three years in the Navy, away from family, 
friends, and normal professional habits, there came a pain- 
ful readjustment back to civilian life. This adjustment was 
made possible in part by a feeling that perhaps mankind had 


(continued on page 20) 
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The Responsible Individual in the 
Community 


(continued from page 19) 


learned sufficient lessons so that the ridiculous and tragic 
waste and suffering of war might not happen again. Our 
hopes were temporarily buoyed by the organization of the 
United Nations. Within a year and a half those hopes were 
dashed against the rivets and plates of the Iron Curtain. 
Five short years after the end of World War II, the distant 
hills of Korea echoed with the age-old sound of man’s in- 
humanity to man. We still live in a world of thunderous 
passions—international, national, economic, racial, and per- 
sonal—and who can say when these will subside; and who 
can say what will happen if they do not subside. The mush- 
room cloud hangs ominously on the mental horizon of the 
entire world. 


At the same time that these dramatic and savage events 
have been going on—and largely as a product of them— 
we have sensed our helplessness in the face of tremendous 
impersonal forces in our political, economic, and social lives 
which appear to have little respect for the individual. The 
sparks of creativity and individual self-direction seem at 
times to have been drowned in a sea of technology, canned 
advertising, and economic, military, and political bureauc- 
racy. 


We search with bewilderment for explanations and 
answers, and finally in despair echo the plaintive admission 
of Lord Tennyson: 


But what am I, 

An infant crying in the night, 
An infant crying for the light, 
And with no language but a cry. 


What is a responsible individual under these circum- 
stances? Maybe we should approach this in reverse, for we 
have lots of examples of what responsible individuals are 
not: We see them preach to their southern neighbors, but 
ignore the discrimination in their own hearts and neighbor- 
hoods. We see them berate the French in North Africa and 
the British on Cyprus, but rationalize America’s miserable 
administrative practices in Samoa, and our political “shell 
game” with Alaska and Hawaii. We see them demand new 
schools and vote against increased taxes to pay for them. 
We see them condemn the dirty politicians, and then sit 
back comfortably in their chairs watching the $64,000 ques- 
tion. when the real $64,000 question is being debated two 
blocks away in a party caucus which they could attend. We 
see them condemn McCarthyism and then hide the New 
Republic under Newsweek when the bridge club meets at 
their house. We see them perfectly willing to cooperate in 
the Women’s Club bazaar where moral courage isn’t needed, 
and duck the fight on slum clearance where it is. We see 
them present at interfaith and interracial services during 
the summer, but strangely silent when Jews or Italians or 
Negroes are prohibited from buying onto their street. We 
see them, because it is fashionable, vote for plausible but 
dangerous simplifiers who hold out easy solutions. to com- 
plex questions; or who promise to let them get back to Ed 
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Sullivan while Madison Avenue figures out a verbal sedative 
for their cosmic and political migraines. 


Around the base of the War Memorial Campanile at the 
University of Kansas are the following words: “Democracy 
does not promise repose to its sons; it puts them in the 
vanguard of battle for the freedom of men everywhere.” 


The responsible individual, then, is one who budgets a 
part of her life to do battle. The choice of enemies is in- 
finite: indifference, sloth, poverty, sickness, discrimination, 
corruption, ugliness, delinquency, mental illness, ignorance, 
injustice, war. You cannot take on all of these at once; and 
you cannot take on any one of them by yourself. But if 
you care about the future of your world, you have an obli- 
gation to recognize at least one or two of these enemies 
and to mobilize your resources for the attack. And I'd like 
to suggest that for most of us the best place to start is in 
our own home town. 


It is not enough to want absence of disease in our com- 
munities; we want the joy of living that comes from a 
positive sense of well-being. It is not enough to want a high 
literacy rate; we want educated citizens. It is not enough 
to want industry or commerce; we want industry and com- 
merce which won't pollute our air or poison our rivers or turn 
us into little Hobokens. It is not enough to want streets; we 
want streets lined with trees. It is not enough to have sanitary 
jail cells; we want those cells to be increasingly unoccupied. 
It is not enough to double our police force; we want recrea- 
tional facilities and programs which will cut our police force 
in half. It is not enough to paint our Poor Farms; we must 
give our older citizens something constructive to do. It is 
not enough to contain the ugliness of our slums; we must 
destroy our slums and build new cities in their place. It is 
not enough to have integrated schools; we want communi- 
ties free from any kind of discrimination. 


Anyone who has ever worked for a local government 
knows that the resources exist for an attack on these issues: 
the woman who sees a dangerous crossing near a school and 
brings this information to the attention of the common 
council; the businessman who notices the rubbish in back 
of a row of stores and stimulates a voluntary clean-up drive 
through the chamber of commerce; the worker who has a 
dump near his house and begins to wonder why the dump 
couldn’t be filled over and a playground created; the church 
worker who finds a family in distress and is moved to 
organize a community chest; the industrialist who, in the 
course of remodeling and enlarging his plant, provides for 
a screen of cypress trees to hide an ugly scrap pile from pub- 
lic view. These are the people who care. They may be pri- 
vate citizens or public officials, but their existence in any 
community is the most potent force for good that a com- 
munity has. 


It is these individuals whom Emerson must have had in 
mind when he wrote in his essay on “Fate,” 


“In each town there is some man who is, in his brain 
and performance, an explanation of the tillage, pro- 
duction, factories, banks, churches, ways of living, and 
society of that town. If you do not chance to meet him, 
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all that you will see will leave you a little puzzled; if 
you see him, it will become plain . . . Each of these 
men, if they were transparent, would seem to you not 
so much men, as walking cities, and wherever you put 
them, they would build one.” 


In almost every community there are scores of citizens of 
this kind. One of the major jobs of city hall is to release 
and harness their energies. Without so much as a nod in 
the direction of the general fund, these individuals will 
create community chests and district nurse associations, 
sponsor little leagues and build churches, raise money for 
hospitals and build YMCAs. They will serve for nothing 
on boards and commissions of the city government. They 
will give up the peace and quiet of their living rooms for 
the smoke-filled committee rooms where smoke-filled cities 
are scrubbed and cleaned. These are the men and women 
who see the world not as it is, but as it could be, and who 
make their dreams come true. 


A few years ago, I was at the dedication ceremonies of a 
new wing to the Middlesex County Hospital on Crescent 
Street in Middletown, Connecticut. That wing was built 
with money obtained from volunteer subscription—$750,000 
in an area of less than 50,000 people. 


Middlesex Hospital was built by men and women who 
disclaimed infertile hypotheses about life or about man. It 
was built by people who hypothesized that love, intelligence, 
and will can do something about the evils of the world; who 
postulated that the image of God is discoverable in the 
heart of man. It was built by people who saw with the eye 
of faith that science, religion, labor, and wealth can work 
together in the cause of human happiness and human ful- 
fillment. 


The responsible individual is not a Don Quixote (or in 
this context a Donna Quixote), but one who has taken 
pains to understand the tactics of social action in a demo- 
cratic society. The tactics are not difficult to understand, but 
they are so commonly forgotten that they are worth stating 
over and over again. Here are, I believe, some of the most 
important rules: 


First, you can normally catch more flies with honey than 
with vinegar. I put the word “normally” in there because 
there are times, even in a democracy, when sweetness and 
light are not enough; when you have to be willing to slug 
it out verbally and at the ballot box. But militancy should 
always be the last rather than the first resort. All of us have 
known officious reformers who have marched down Main 
Street with a scowl on their faces and arrogance in their 
voices. They rarely accomplish what they set out to do 
because they fail to make the fundamental distinction which 
Ghandi made when he said, “We must hate the sin, but 
love the sinner.” The “vinegar” reformer hates the sinner; 
and if you hate the sinner, you'll never understand him; and 
if you never understand him, you can never help him or 
win him over. The appeal to the best in others is a hundred 
times more efficacious than an overt identitication of the 
worst in others. 


Rule Number Two is that you must prepare, organiza- 
tionally and numerically, for a long siege. You may be 
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lucky and have a rapid breakthrough; but this is infrequent. 
Unless you take organizational and numerical precautions, 
the enemy will outlast you or beat you in an early skirmish; 
and you will figure the entire war is lost and retreat com- 
pletely from the field—which is just what the enemy wants. 


Even if you outlast the initial setback, the time will come 
when you will get tired and discouraged and embittered. 
This is known in wartime as “battle fatigue.” When it hap- 
pens, you are temporarily no good to anyone. Unless you 
have a replacement, your unit is sunk. I have seen decent 
men and women fight their hearts out against, not in- 
superable, but sticky opponents. Finally, blind with rage and 
frustration and exhaustion, they'll wind up something like 
this, “Why should I keep knocking my head against a 
stone wall. I’m going to pull out of the whole bloody busi- 
ness. If somebody else is fool enough to want to try, let em. 
But I’m through. I’m not going to carry this thing all by 
myself.” 


The precise trouble is that they were trying to carry the 
whole thing by themselves. Set up your campaign in such 
a way that you have some reserves. Most of the heartbreak 
in reform movements comes because sufficient preparatory 
organization work was not done first; because too much was 
expected too fast; and because the leaders got tired. 


Rule Number Three is don’t try to take on too many 
enemies at once. I suppose there are some virtuosos who, 
like Robin Hood, can back up the stone steps of the castle 
fending off fifty attackers at once; but they are few and far 
between. Select each year or two a job that needs doing 
and concentrate on it. One year it might be the need for 
a new school; another year, mental health or discrimination; 
two years later an important Congressional fight—or you 
may want to stick with one cause for a number of years. 
This isn’t to say that if you have the interest and energy 
you should play a passive role in other campaigns; but 
don’t disperse your energies so that you're no good to any- 
one. And for goodness sake, don’t have a guilty conscience 
if in the middle of a campaign for a new school somebody 
asks you what you think of the situation in Madagascar and 
you haven’t the foggiest notion. The school you help build 
may train the fellow who 25 years from now will help solve 
the Madagascar situation. 


Finally, fight with flexible aims short of unconditional 
surrender. Few of us have ultimate truth by the tail. A civil- 
ized society does not demand that we achieve total goals in 
isolated and pristine splendor. All it demands is that we 
strive for improvement and this usually means the fraternal 
accommodation of the values of others in the process of 
change. Compromise is at times uncomfortable; but it is 
infinitely superior to blood-letting. 


When then is the responsible individual? Tennyson, the 
poet, pictures one—the ancient mariner, Ulysses, standing on 
the rocks of the Island of Ithaca, full of memories, looking 
at the evening sunset. The old man turns to a handful of 
former shipmates who have gathered near him on the shore, 
and he says: 

(continued on the front cover) 
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Mrs. Lois Amburn 
P. O. Wyandotte, Mich. 

Mrs. Patricia J. Anderson 
San Antonio, Texas 

Mrs. Margaret Elizabeth Archer 
Minneapolis, Minn. 

Minrose E. Archer 
Houston, Texas 

Marjorie L. Ater 
Columbus 15, Ohio 

Mrs. Ansil B. Ault 
Pontiac, Mich. 

Mrs. Dorothy Axsom 
Indianapolis, Ind. 

Mrs. Darline D. Axtell 
Los Angeles, Calif. 

Mrs. Rachel Bailey 
Houston, Texas 

Mrs. Lorraine McGourty Bartelson 
Seattle, Wash. 

Mrs. Leta B. Beard 
Santa Monica, Calif. 

Mrs. Margaret Bennett 
Glendale, N. Y 

Marian R. Biegel 
New York, N. Y. 

Helen Blaffert 
Mt. Clemens, Mich. 

Janet Bradstreet Blood 
Bloomfield, N. J. 

Margaret E. Boles 
Los Angeles, Calif. 

Marjorie E. Bollweg 
Houston, Texas 

Mrs. Martha L. Boughton 
Battle Creek, Mich. 

Elizabeth L. Bray 
Kingston, Pa. 

Mary Frances Burdette 
Charleston, W. Va. 

Mrs. Iris E. Burnett 
Houston, Texas 

Lucylle W. Burroughs 
Pompano Beach, Fla. 

Mrs. Lily H. Butterworth 
Miami, Fla. 

Isabelle Catherine Caldwell 
Elmhurst, N. Y. 

Mary J. Campbell 
Linden, N. J. 

Mrs. Trubee T. Campbell 
Beverly Hills, Calif. 

Helen B. Cantrell 
Louisville, Ky. 

Mrs. Caroline C. Capps 
Birmingham, Ala. 

Alice Caton 
Homewood, III. 

Mrs. Anne H. Chamberland 
Houston, Texas 

Jimmie L. Chandler 
Houston, Texas 


: Institute for Certifying Secretaries is 
pleased to announce that 211 of the 1,071 candidates who took the CPS examination 
at 48 centers on May 4 and 5 are now Certified Professional Secretaries. The addition 
of the 211 new CPS holders brings the total in this honored group to 983. 


Mrs. Ruth Childers 
Alton, Ill. 

Mrs. Okle H. Clarkson 
New Palestine, Ind. 

Mrs. Gladyce Colburn 
Spokane, Wash. 

Mrs. Marguerite M. Cole 
Saylesville, R. I. 

Frances L. Corneaby 
Minneapolis, Minn. 

Mrs. Charlma K. Covault 
Denver, Colorado 

Katherine M. Craven 
Newton Centre, Mass. 

Marvel Davis 
Minneapolis, Minn. 

Mrs. Sara K. Denhart 
Brownsburg, Ind. 

Marguerite Dodds 
Birmingham, Ala. 

Helen E. Donaghy 
Camden, N. J. 

Mrs. Helen M. Donnelly 
Flint, Mich. 

Mrs. Doris E. Douglas 
York, Pa. 

Mrs. Margaret Douglass 
Ottawa, Kansas 

Mrs. Helen Drees 
Louisville 14, Ky. 

Joanne Dreyer 
Terryville, Conn. 

Winnifred Dunn 
Detroit, Mich. 

Mrs. Roberta S. Eisenberg 
Elizabeth, N. J. 

Barbara Preston Eiswald 
Lansing, Mich. 

June Eleanor Ellingson 
Minneapolis, Minn. 

Mrs. Margaret G. Elmore 
Oak Ridge, Tenn. 

Mrs. Marion Engelhardt 
Hicksville, N. Y. 

Betty Engle 
LaGrange, Ill. 

Mrs. Evelyn K. Etter 
Rochester, N. Y. 

Garnett E. Fazenbaker 
Cumberland, Md. 

Pauline Frank 
Rushville, Nebr. 

Mrs. Constance M. Frisby 
Santa Ana, Calif. 

Mary Eileen Gibbons 
Hollywood, Calif. 

Mrs. Omega B. Glass 
Dallas, Texas 

Velma M. Gooch 
Dayton, Ohio 


Mae Frances Graves 
Los Angeles, Calif. 


Mrs. J. Marguerite Griffin 
Louisville, Ky. 
Marian H. Groft 
Richmond Hts., Mo. 
Mrs. Margaret C. Halava 
Lansing, Mich. 

Mrs. Mildred Hale 
Englewood, Colo. 

Mrs. Margaret P. Hammond 
Long Beach, Calif. 

Betty Hanks 
San Angelo, Texas 

Mrs. Helen Harris 
Geneva, IIl. 

Bennie Ruth Hart 
Stillwater, Okla. 

Edna B. Hart 
Minneapolis 11, Minn. 

Mrs. Sabre’ E. Hartman 
Baltimore, Md. 

Minnie E. Haven 
Grand Rapids, Mich. 

Mrs. Katherine G. Hayes 
Santa Fe, N. M. 

Mrs. Wanda I. Hefley 
Groves, Texas 

Doris L. Heinemann 
Milwaukee, Wis. 

J. Gertrude Helmstetter 
St. Paul, Minn. 

Mrs. Esther L. Henderson 
Fr. Worth, Texas 

Mrs. Iris Hetherington 
Paris, Ind. 

Betty M. Hill 
Fresno, Calif. 

Mrs. Winifred L. Hillyer 
Denver, Colo. 

Madeline M. Hinds 
Minneapolis, Minn. 

Marie E. Husband 
Belmont, Mass. 

Mrs. Wilma C. Jackson 
Mill Valley, Calif. 

Mrs. Joy Johnston 
Helena, Montana 

Margaret Johnston 
Birmingham, Ala. 

Helen E. Juinger 
Washington, D. C. 

Charlotte J. Kaidy 
Danbury, Conn. 

Dorothy E. Kaley 
South Bend, Ind. 

Mrs. Jo Kammerle 
Albany, Calif. 

Mrs. Mirth Tufts Kaplan 
Portland, Ore. 

Laura May Kempton 
Phoenix, Ariz. 


Mrs. Doris H. Kennedy 
Birmingham, Ala. 
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Mrs. Jewel H. Kennedy 
Atlanta, Ga. 

Marion King 
Minneapolis, Minn. 

Mary Lee King 
Nacodoches, Texas 

Matilda L. Klaiber 
Cincinnati, Ohio 

Mrs. Sydna M. Klitzing 
Decatur, Ill. 

Mrs. Margaret Ann Krebs 
Indianapolis, Ind. 

Helen T. Labus 
Buffalo, New York 

Mrs. Katherine Lambert 
Scottsdale, Ariz. 

Dorothy M. Larson 
Pittsburgh, Pa. 

Mildred Lesser 
Detroit, Mich 

Mrs. Edith Hawkins Letzig 
Prairie Village, Kansas 

Mrs. Racthel Lindgren 
Minneapolis, Minn. 

Virginia Lee Lowery 
Houston, Texas 

Kathryn Luttrell 
Chicago, Ill. 

Alma Maahs 
Irving, Texas 

Ruth E. T. Mahder 
Grand Haven, Mich. 

Mrs. Vella M. Mahon 
Bloomington, IIl. 

Mrs. Betsy Ross Marcinkus 
Milwaukee, Wis. 

Verda Martin 
Oklahoma City, Okla. 

Jane Marvin 
San Francisco, Calif. 

Mrs. Barbara T. Masters 
Memphis, Tenn. 

Mary L. Matteson 
Denver, Colo. 

Mrs. Clara Mae Matus 
San Bernadino, Calif. 

Eugenia A. Maygers 
Baltimore, Md. 

Mrs. Florence A. McCorkle 
Phoenix, Arizona 

Mrs. Mary K. McDaniel 
Knoxville, Tenn. 

Mrs. Ann T. McMahan 
San Francisco, Calif. 

Mrs. Hazel E. Mertz 
Wheat Ridge, Colo. 

Mrs. Martha B. Michalik 
West Mifflin, Pa. 

Minetta A. Miller 
Denver, Colo. 

Mrs. Gladys Hunter Mills 
Denver, Colo. 

Mrs. Eve Verne Moore 
Jackson Hts., N. Y. 

Frances C. Morrow 
Amarillo, Texas 

Virginia Morton 
Rossville, Ga. 

Mrs. Virginia Perkins Moyes 
Memphis, Tenn. 


Mrs. Patricia M. Moylan 
W. Hartford, Conn. 


Lavonne Muhlenbruck 
Santa Barbara, Calif. 

Mrs. Constance Mull 
Casper, Wyoming 

Mary M. Mulvey 
Boston, Mass. 


Mrs. Mary R. Nalley 


Franklin Sq., L. I., N. Y. 


Agnes A. Nelson 
Muskegon, Mich. 
Mrs. Elva E. Nelson 
Portland, Ore. 
Marie A. Nichols 
Mobile, Ala. 
Mrs. Wavia Noack 
Coloma, Mich. 
Edna Noelle 
Evansville, Ind. 
Helen E. Northup 
Sioux City, Iowa 
Mrs. Barabara F. Nunlist 
Santa Fe, N. M. 
Mildred C. Nunnery 
Memphis, Tenn. 
Helen F. O’Brien 
Saugus, Mass. 
Margaret E. Ogilvie 
Euclid, Ohio 
Ruth M. O’Keefe 
Omaha, Nebr. 
Marian B. Olson 
Minneapolis, Minn. 
Mrs. Arlene Omodt 
Minneapolis, Minn. 
Venita O’Shaughnessy 
Minneapolis, Minn. 
Margaret E. Owen 
Birmingham, Ala. 
Elsie Jane Pearson 
St. Petersburg, Fla. 
Mrs. Marie R. Pehur 
Flint, Mich. 
Mrs. Lois H. Pence 
Wichita 14, Kansas 
Clara Raye Perkins 
Houston, Texas 
Jolan Petro 
Cleveland, Ohio 
Alice Pfeiffer 
Menlo Park, Calif. 
Bernice E. Pfeiffer 
St. Louis, Mo. 
Lucille L. Pflederer 
Decatur, III. 
Marty E. Pickard 
Jamestown, N. Y. 
Iva I. Podbilski 
Battle Creek, Mich. 
Betty Potter 
Detroit, Mich. 
Louise J. Quinn 
W. Hartford, Conn. 
Bernice B. Rafferty 
Detroit, Mich. 
Louise Thompson Randall 
Los Angeles, Calif. 
Virginia D. Reiss 
Brooklyn, N. Y. 
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Charlyne Riley 
Shepherdsville, Ky. 
Mrs. Virginia Robertson 
San Marino, Calif. 
Mrs. Florence L. Rose 
Detroit 26, Mich. 

Mrs. Gertrude Rosenthal 
Brighton, Mass. 
Ethel Ogden Royce 
Glenside, Pa. 
Marian H. Ryan 
St. Paul, Minn. 
Wanda Salas 
Salt Lake City, Utah 
Wanda Faye Sanders 
Birmingham, Ala. 
Mrs. Carol Saper 
Houston 5, Texas 
Sister Agnes C. Schaumleffel 
St. Louis, Mo. 
Jeanne Marie Schilling 
Denver, Colo. 
Joyce E. Schlerf 
Baltimore, Md. 
Ruth H. Schwarzler 
Bergenfield, N. J. 
Mrs. Frances Shanks 
Ashland, Ohio 
Pat Shelton 
Dallas, Texas 
Mrs. Ludye Shields 
Chattanooga, Tenn. 
Mrs. Edith O. Smith 
Columbia, S. C. 
Mrs. Marion T. Smith 
Lansing, Mich. 
Mary A. Snyder 
Louisville, Ky. 
Ireen C. Stasiak 
Pittsburgh, Pa. 
Mary E. Stevenson 
Louisville, Ky. 
Mildred Iola Swank 
Oak Ridge, Tenn. 
Muriel Swayze 
Denver, Colo. 
Mrs. Lillian B. Switzer 
Chicago, III. 


Pat Tanner 
Lexington, Ky. 
Mrs. Ada B. Thomas 
Columbia, S. C. 
Mrs. Helen M. Thorall 
San Francisco, Calif. 
Nina Louise Tucker 
Salisbury, N. C. 
Anita L. Unbehend 
Syracuse, N. Y. 
Harriette M. Unfer 
Seattle, Wash. 
Erle Veatch 
Denton, Texas 
Mrs. Lou Ann Wadley 
Amarillo, Texas 
Mrs. Marian L. Wagner 
Chino, Calif. 
Mrs. Marian F. Wallace 
Torrance, Calif. 
Mrs. Cornelia Watts 
Phoenix, Ariz. 
Mrs. Georgia P. Weese 
Longview, Wash. 
Mrs. Shirley Weiss 
North Vernon, Ind. 
Charlotte G. Westberg 
Minneapolis, Minn. 
Mrs. Bernice M. Westcott 
Hartford, Conn. 
Mrs. Catherine B. White 
Birmingham, Ala. 
Mrs. Jean I. White 
Ft. Knox, Ky. 
Martha E. White 
Terre Haute, Ind. 
Natalie White 
Toledo, Ohio 
Mrs. Doris D. Winner 
Houston, Texas 
C. Margaret Wood 
Youngstown, Ohio 
Mrs. Helen W. Woodruff 
Ft. Lauderdale, Fla. 
Emily Zelenka 
Grand Rapids, Mich. 
Elaine Zickefoose 
Charleston, W. Va. 





Pictured here are the three past deans of the Institute 
for Certifying Secretaries as they enjoyed the CPS 
banquet at the eleventh Annual Convention in De- 
troit. From left to right they are Dr. Ruth I. Anderson, 
Dr. Estelle Popham, and Dr. Irene Place. 
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ANNE FROHMAN 
7208 Field Ave. 
St. Louis 16, Missouri 


SOUTHWESTERN DISTRICT 


Columbia Chapter (Mo.) is justly 
proud of Mary Lee Cox, a very active 
member, who has won an employee in- 
centive award from the United States 
Department of Agriculture's Farm Home 
Administration. She is secretary to Mr. 
Max Schwabe, state administration di- 
rector. The basis of the award was “sus- 
tained superior performance of assigned 
duties which reflects creditably upon 
the entire federal service.” The recogni- 
tion carries a cash compensation of $135. 
Mary Lee is the first of 189 administra- 
tion employees in Missouri to receive 
the award, authorized by Congress last 
year. 


Members of Big D Chapter (Dallas, 
Tex.) attended a reception for Mrs. 
Eleanor Lavelle, SWVP, at the home of 
Mrs. Polly Peters, on Friday evening, 
August 24. An orientation meeting for 
twelve new members was held at the 
home of Lyda Flurry on September 12. 
After the September business meeting, a 
style show was presented by W. A. 
Green Company. Clothes for office wear 
were featured. Two members are on the 
fashion board at Green’s. Members par- 
ticipated in the mixer dinner given by 
the Federated Women’s Club on Septem- 
ber 27, at which Helen Valentine, editor- 
in-chief of Charm magazine, was the 
principal speaker. Member Elsie Johnson 
sang “The Lord’s Prayer.” 





In addition to the CPS review course 
and related subjects offered by the Uni- 
versity of Houston, Houston Chapter 
(Tex.) will sponsor a series of fifteen 
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free evening lectures, with qualified 
businessmen and women, including chap- 
ter members, as speakers. These lectures 
will cover human relations, law, busi- 
ness administration, economics, account- 
ing, stenography and office practice. Non- 
members are invited. Included also are 
a number of six-week courses: poise and 
personality; parliamentary law; advanced 
dictation and speech. Presentation of a 
group of secretarial questions at each 
chapter meeting will be continued. The 
chapter has announced plans for its 
sixth annual award dinner on October 
25, honoring the nine new certified pro- 
fessional secretaries in Houston. Mr. A. 
A. Crispin, honorary consul of Belgium, 
discussed “The Role of Women in Busi- 
ness in Belgium” at the chapter’s August 
meeting. Mrs. Polly Peters, CPS, of Dal- 
las, and SWVP Mrs. Eleanor Lavelle, 
CPS, were guests at a Shamburger party 
on August 18. 


In cooperation with the Los Angeles 
Chapter (Calif.), the Los Angeles Jun- 
ior College of Business is offering two 
refresher courses in Secretarial Practices 
for the fall term. One course will be 
custom-made to fit the progressing needs 
of the members of the class. This is a 
compliment to the secretary who is in- 
terested in CPS, as heretofore the Board 
of Education has not permitted an in- 
structor to draft her own curriculum. 
Sarah Montoya is preparing a handbook 
which will cover the history, aims, ac- 
tivities, etc., of the chapter. A copy will 
be given to each new member. The chap- 
ter has instituted a new program of 
inviting two secretarial students to each 
dinner meeting as guests of the chapter. 
It is felt that this will give students 
first-hand information about how secre- 
taries employ their time and talents and 
the manner in which a chapter meeting 
is conducted. 


Nola Chapter (New Orleans, La.) 
held a joint meeting with the National 
Office Managers Association on August 
8 at the St. Charles Hotel. In a panel 





discussion by three representatives of 
each organization Mrs. Nancy Wirth, 
Mrs. Ruth H. Sullivan, Mrs. Eulice A. 
Graham, William E. Leake, Harry V. 
Daniel and Bernard J. Capella the sec- 
retaries presented suggestions on how to 
make office life easier and managers gave 
their views of what constitutes an ef- 
ficient secretary. Edward Arnold, vice 
president of NOMA, was the master of 
ceremonies. Main suggestion of the sec- 
retaries to the managers was to be more 
detailed in their instructions of the 
duties of the secretaries, especially to 
those who are new on the job. Among 
ideas listed by the boses were the ability 
to understand instructions, knowledge 
of the company’s business and policies, 
and initiative to handle routine cor- 
respondence, messages, and information 
without consulting and taking up the 
time of the boss. 


Orange Chapter (Tex.) celebrated its 
second anniversary with a dinner meet- 
ing held August 21 at Little Mexico 
Restaurant. Joining in the festivities 
were five prospective members, mem- 
bers from Woodworth Chapter (Port 
Arthur, Tex.) , Beaumont Chapter (Tex. ) 
and Port Chapter (Lake Charles, La.). 
Ella Trousdale, president of Port Chap- 
ter, spoke on “What NSA’s Educational 
Program Can Mean to You.” Maxine 
Dawson, Texas-Louisiana Division sec- 
retary, spoke on “The Golden Coins of 
Your NSA Treasure Chest.” 


“Forensic Psychology in Business” 
was the subject of the talk given by Mr. 
Mark F. Joseff, attorney, who was guest 
speaker at the August dinner meeting of 
Stellar Chapter (Downey, Calif.). Mr. 
Joseff is associated with Drs. Everett L. 
Shostrom and Richard A. Hogan, clinical 
and consulting psychologists, thus estab- 
lishing a new professional service using 
the unique combination of psychologist 
and lawyer, which has been entitled 
“Forensic Psychology” or “Psychothera- 
peutic Jurisprudence.” 
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St. Louis Chapter (Mo.) resumed its 
monthly meetings on Thursday, Septem- 
ber 6. Dr. Lambert J. Case, staff psy- 
chologist with Sherrill Associates, local 
management consultants, spoke on the 
topic, “What You Think—You Are.” 
A group of members attended the Mid- 
America Jubilee, St. Louis’ biggest show 
since 1904 World’s Fair, which was 


staged on the bank of the Mississippi 
River. 


SARA BELLE BROWN 
Huntingdon College 


Montgomery, Alabama 


SOUTHEASTERN DISTRICT 


Several Old Dominion Chapter (Rich- 
mond, Va.) members chose interna- 
tional vacations this year. Alice Tyler and 
Pauline Cortopasi recently returned from 
touring Europe, while Edna Booth and 
Anne Raidabaugh took their families as 
far as Canada. Kathleen Williams, presi- 
dent of the Old Dominion Chapter, and 
Clara Holt, immediate past president, 
together with Mildred Cornick, member- 
at-large from Norwolk, Virginia, at- 
tended the eleventh Annual Convention 
in Detroit. 





Summer means outdoor meetings to a 
number of the Southeastern chapters. In 
July, the Knoxville Chapter (Tenn.) 
enjoyed a wonderful picnic on the lake 
at the home of Norma Clower, Tennes- 
see Division treasurer. Six new members 
were initiated into the Knoxville Chap- 

‘ter on August 20, and on August 25, 
Billie Stark had as guests on her farm 
fourty-four members and their families of 
the Knoxville, Oak Ridge and Briar Hill 
Chapters who ate delicious chicken and 
all the trimmings by the light of the 
moon in the heart of the Smokies! 


Paris Mountain Yacht Club was the 
picturesque setting for the Greenville 
Chapter (S. C.) for their unusual meet- 
ing and very pleasant annual picnic. 
President Sara Stewart's. “boss,” Mr. 
Broadus Bailey, vice president of Alester 
G. Furman Company, was host. Twenty- 
five members and four prospective mem- 
bers witnessed the initiation of two new 
members and the installation of two 
chapter officers who were unable to be 
present at the regular installation service. 


For the third successive August, the 
Alabama Division held its summer social 
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outing at Camp Grandview, a YWCA 
site, near Montgomery. Mr. Aubrey Wil- 
liams and Mr. Jack Hastings, guests of 
the Division, led the attendants in song; 
games and one act plays also were en- 
joyed by the group. Martha Nunnelly 
led the Sunday worship. A name, The 
Alabama Secretary, and a design for the 
cover, for the Alabama Division bulletin, 
were selected during this get-together. 
Good food, fun and fellowship was the 
keynote interspersed with NSA talk! 


Savannah Chapter (Ga.) was told by 
Mr. W. A. Binns, the chairman of the 
Tuberculosis Sanatorium Committee of 
the Chatham-Savannah Tuberculosis and 
Health Association, that this number 
one public health menace is “cornered 
but not conquered and that total success 
will be achieved only with the support 
of enlightened citizens.” On display at 
the August meeting was the sterling sil- 
ver bowl that the chapter received at the 
Annual Convention for having the high- 
est score in Class “C” in the national 
achievement award contest. Mrs. Nancy 
McQuaig received a rising vote of thanks 
for diligence in keeping the digest. Mr. 
S. L. Grosewald of Jamaica, New York, 
directed the fashion show at the annual 
card party on October 5. An unusual 
feature—men models showed the latest 
in men’s wear! All proceeds will be used 
for the scholarship fund. 


Z. G. MCCANCE, CPS 
404 Hume Mansur Bldg. 


Indianapolis 4, Indiana 


GREAT LAKES DISTRICT 


Tire Town Chapter (Akron, Ohio) 
celebrated its tenth anniversary with a 
tea at the Idabelle Firestone Nurses’ 
Home on August 19. The chapter was 
organized August 1, 1946, with 163 
charter members, 50 of whom are still 
active. The chapter’s Boss Night will be 
held on October 25. The speaker, Harry 
Stuhldreher (one of the famous “Four 
Horsemen”), is assistant to the presi- 
dent and vice president of the U. S. 
Steel Company of Pittsburgh. Members 
who have recently received recognition 
are: Lilyan Miller appointed executive 
secretary of the Summit County Cancer 
Society; Ella Lindman appointed execu- 
tive secretary of the Summit County 
Board of Education; and Doris Memaw 
promoted to secretary to the president of 
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. Hazel Chapman presents Grade Dudley 


attendance award to Mrs. Virginia 
Burkhalter, president of Rome Chapter 
(Ga.), as Mrs. Kathleen Rhineheart, 
Bessie Welsh, and Betty Price glow 
with pleasure. 


instructions from 
their director are some of the members 
of the newly formed choral group of 
the Zanesville Chapter (Ohio). They 
are Mrs, Jane Harvey, Mrs. Ruth Shrig- 
ley, director, Virginia Meyers, Roberta 
Rhodes, Jean Orr and Louise Prouty. 


Some of the Winter Haven ( Fla.) mem- 
bers enjoying themselves at the Cypress 
Gardens with a few of the stars of the 
Ski Show. Standing: Alva Addkison, 
Kathy Wiles, Dorothy Teegardin (cor- 
responding secretary), Louise Parks 
(recording secretary), Pat McCullough, 
(Treasurer), “Butch” Rosenberg, Vera 
Oehlberg (president), Joy Langford, 
Mildred Vaughn, Marjorie Zeishner. 
Those sitting: Carolyn Erskine, Sue 
Mincey, Loletia Mincey, Mayre Lou 
Colley and Caroline Baker. 
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The B. F. Goodrich Tire Company, a 
Division of The B. F. Goodrich Com- 
pany. 

Members of Detroit Transcript Chap- 
ter (Mich.) entertained guests aboard 
the S. S. Aquarama, a nine decked con- 
verted ocean liner. The luxury passenger 
liner will be in regular service next year 
on the Great Lakes. 


CORRECTION—The chapter having 
100 per cent attendance at the Indiana 
Division Conference was Typaleta Chap- 
ter (Huntington, Ind.) installed only 
last December. Although Logansport, 
the youngest chapter in the Indiana 
Division, did not have 100 per cent at- 
tendance as reported in the August issue 
of The Secretary, it was very well repre- 
sented. 


Glass City Chapter (Toledo, Ohio) is 
embarking on a four-fold educational 
program this fall, which is designed to 
appeal to every member. Ten weeks each 
in basic grammar and shorthand prac- 
tice, public speaking, and Shakespeare 
will be given in the chapter headquarters. 
A non-credit twelve-week course in Ac- 
counting for Secretaries will be offered 
at Toledo University as part of the long 
range program for those interested in 
preparing for the CPS examination. 


Rock River Chapter (Moline-Rock 
Island, Ill.) members are on call for the 
T.B. x-ray survey. They expect to give 
many of their Saturdays during this fall 
and winter in order to help with this 
civic project. 


Several members of the Harbor Lights 
Chapter (Ashtabula, Ohio) visited the 
Erie Chapter (Pa.) this past summer to 
participate in the celebration of Erie’s 
tenth anniversary. 


Valley Chapter (Aurora, Ill.) com- 
pleted its plans early in the chapter year 
for an all-day workshop to be held on 
October 20. An advisory board, com- 
posed of the chapter executive board, 
businessmen and educators, chose speak- 
ers who are well informed and can give 
the secretaries constructive information. 
The program includes “Business Com- 
munications” by I. E. Schaub, English 
teacher at East Aurora High School and 
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Aurora College; “Understanding Suc- 
cessful Executives” by James W. Fair- 
child, senior associate of Clifford Berg 
and Associates, personnel consultants of 
Rockford, Ill; “NSA and CPS” to be 
explained by Ina Henry, CPS; “Stocks, 
Bonds, Investments, Wills” (what every 
working girl should know about her 
money ) by Harry White of F. S. Moseley 
Company, Chicago; “An Ideal Secretary 
by a Boss,” Leonard L. Dietz of Dietz 
Industrial Supply Company; “An Ideal 
Boss by a Secretary” by Marcia Rydin, 
CPS; and “Charm in a Capsule” by Betty 
Manning of Patricia Stevens Finishing 
School. 


Indiana Division Vice President Mary 
Kammer was a guest of Kikthawenund 
Chapter (Anderson, Ind.) at its annual 
picnic in August. A detailed report of 
the 1956 NSA Convention was given by 
Doris Mason, president of Marion Chap- 
ter (Ind.). 


Cincinnati Chapter (Ohio) reports 
that its honorary member, Willis D. 
Gradison, was a member of the Resolu- 
tions Committee at the Republican Na- 
tional Convention in San Francisco. 


The Bulletin Committee of Tawasi 
Chapter (Fort Wayne, Ind.) published 
a special small edition of its Scribbler 
during the summer so that members 
were kept informed of NSA happenings. 


Members of Zanesville Chapter (Ohio ) 
have organized a choral group, which is 
available for public programs. It is under 
the direction of Mrs. Ruth Shrigley; and 
Mrs. Carolyn McGarry is the pianist. 
Other members are Mrs. Nelda Davis, 
Louise Coury, Mrs. Erie Folk, Eileen 
Gaab, Mrs. Jane Harvey, Mary Mc- 
Gonagle, Virginia Meyers, Jean Orr, 
Louise Prouty, Roberta Rhodes, Mrs. Eva 
Robbins and Lois Watkins. 
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The Quinnipiack Chapter (New 
Haven, Conn.) members made merry 
and made money. They invited nearby 
chapters to join in a June theater party 
at the Oakdale Theater in Wallingford, 
Connecticut. The presentation was “The 
King and I,” and all proceeds were al- 
located to the chapter’s scholarship fund. 


Brooklyn Chapter (N. Y.) is already 
thinking convention-wise. Mary Gordon 
of TWA has been invited as a dinner 
guest at the October chapter meeting. 
Miss Gordon will demonstrate the pack- 
ing of a basic wardrobe, followed by a 
short talk on “Travel Light, Travel 
Right.” All of which adds up to the 
smoothest trip to St. Louis next July. 


Fort Stanwix at Rome, New York, is 
the site where the Stars and Stripes were 
first flown in the face of an enemy on 
August 3, 1777. Paying tribute to this 
event, members of the Copper City 
Chapter (Rome, N. Y.) joined with 
Rotary, Kiwanis, Optimists, Business and 
Professional Women, and Zonta at a 
patriotic luncheon. Rotary had chal- 
lenged the other groups for attendance 
honors. Although Kiwanis captured the 
trophy, NSA led the women’s organiza- 
tions. As their reward, the NSA members 
were given the privilege of distributing 
programs at the commemorative pageant 
which followed. This demonstration of 
allegiance to the flag and the principles 
which it signifies drew commendatory 
messages from President Eisenhower and 
Governor Harriman of New York, and 
some of the celebrations was televised 
for release over a national network. 


Pawtucket Chapter (R. I.) was happy 
to find one hundred dollars available in 
the treasury for its scholarship award. 
The scholarship winner was chosen joint- 
ly by the chapter’s Education and Scholar- 
ship Committees. 


The members of the Philadelphia 
Chapter (Pa.) are riding on clouds these 
days. Proud and happy are they about 
the election of their own Ethel Ambler 
as Northeastern District vice president. 
Plans are afoot to hold a tea in Ethel’s 
honor in the late fall. 


Long Island Chapter (Nassau County, 
N. Y.) presented each of its members 
with a bound copy of the officers’ and 
committee chairmen’s annual reports. 
These were duplicated on the chapter's 
mimeograph to provide a complete rec- 
ord of the chapter’s activities for the 
year, as well as to serve as a guide for 
the incoming officers. 


Education Committee Chairman Sybil 
Thomas of Lockport Chapter (N. Y.) 
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carried out an enlightening and ambi- 
tious program by distributing monthly 
to each chapter member mimeographed 
material, prepared by her committee, on 
such subjects as “Good English Usage,” 
“Business Machines,” “Communications,” 
and “Filing Fundamentals.” Then, turn- 
ing to more seasonable pursuits, the 
chapter gathered en masse on the shore 
of Lake Ontario for a summer picnic. 
Lockport Chapter is now planning its 
annual card party on November 5. The 
party is sponsored jointly by NSA and 
the Retarded Children Sunshine League. 
Profits will be divided between Lock- 
port Chapter’s scholarship fund and 
“extras” for retarded children in the 
League’s Newark School. 


The Worcester Chapter (Mass.) is 
busy with plans for its second annual 
workshop, which will be held on Octo- 
ber 20 at Holy Cross College. 


Lucky indeed were members of the 
Beacon Hill Chapter (Boston, Mass.) at 
the Detroit Convention. They brought 
home five door prizes and the Associa- 
tion President's award for installing 
four new chapters. Within the past two 
years Beacon Hill Chapter has installed 
eight new chapters. 


New officers of the Portland Chapter 
(Maine) were installed in September at 
a tea in Cape Elizabeth, to which pro- 
spective members were invited as well 
as members of nearby chapters. 


Membership Committee Chairman 
Bernice C. Brown of Quincy-South Shore 
Chapter (Mass. ) extended invitations to 
the installation of the Plymouth Chapter 
(Mass.) at a tea on September 15 at 
Hobshole House in Plymouth. The of- 
ficers of the new chapter are: Mrs. Jean 
S. Holmes, president, Mae Edmond, vice 
president, Mrs. Helen G. Landry, re- 
cording secretary, Mrs. Betti Neri, cor- 
responding secretary, and Mrs. Miriam 
Van De Vere, treasurer. 


Niagara Falls Chapter (N. Y.) was 
hostess on August 12 at a large, festive 
reception in honor of Cassandra Water- 
man, NSA’s immediate past president 
and now administrative assistant at NSA 
headquarters in Kansas City, Missouri. 
The party, held at the beautiful guest 
house of The Carborundum Company 
(Cassandra’s former employer), was 
well attended by a host of Cassie's many 
well-wishers from the NE District. The 
theme of the party and farewell slogan 
was “Niagara’s loss is National's gain.” 


New York City Chapter (N. Y.) is 
bragging justifiably about its member 
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Helen R. Frankle of The Island Equip- 
ment Corporation. Helen broke a prece- 
dent when she became the first woman 
to receive the National Association of 
Credit Men’s Meritorious Award. 


Massachusetts Division officers spon- 
sored and conducted an orientation meet- 
ing for Division chapter presidents and 
Division committee chairmen at the 
Statler Hotel in Boston on September 8. 
Duties of a chapter president, of a dele- 
gate, and of an alternate were reviewed. 
Parliamentary procedure and protocol 
were discussed, as well as workshops and 
educational programs. The meeting con- 
cluded with a question and answer 
period. The phenomenal growth of the 
Massachusetts Division from four chap- 
ters to seventeen within two years led 
the Division officers to believe that an 
orientation meeting could be of much 
value to new chapters, and also help 
solve many problems of established chap- 
ters. 


DOROTHY STEPAN 
1630 H St., Apt. B-2 
Lincoln, Nebraska 


NORTHWESTERN DISTRICT 


Aloha! and welcome to our sisters 
across the sea! With the roar of the 
ocean in the background, the beautiful 
blue Pacific ocean tossing whitecaps on 
the sands of Waikiki, and palm trees 
swaying in the breeze—against such a 
picturesque setting was a new chapter 
born into The National Secretaries As- 
sociation (International) — Hawaii 
Chapter of Honolulu, Territory of Ha- 
waii. Such is the picture painted by Jo 
Madden, past president of Denver Chap- 
ter (Colo.) and installing officer of the 
Hawaii Chapter. Jo reports an exciting 
and inspiring adventure from the minute 
she stepped off the plane in Honolulu 
on Saturday, July 21, until the night of 
installation. She was met at the airport 
by Mrs. Edna Bechert, president-elect, 
Mrs. Virginia Rauchfuss Shaefer, past 
president of the Golden Gate Chapter 
of San Francisco, several personal friends, 
and a photographer. Installation was 
held July 25 at the Vancouver Room of 
the Reef Hotel where sliding glass 
doors opened onto a lani right on Wai- 
kiki Beach. Attending were thirty-three 
persons — sixteen members, sixteen 
guests and Jo. Mr. and Mrs. J. Edwin 
Whitlow of the Honolulu Business Col- 
lege were hosts for the social hour before 
the dinner. Mr. Whitlow extended an 








1. Niagara Falls Chapter (N. Y.) holds 
farewell reception for Cassandra Water- 
man prior to her departure for Kansas 
City,, Mo., to serve as administrative as- 
sistant at NSA headquarters office. Pic- 
tured here bidding the guest of honor 
goodbye are Helen Rainsburg, past 
president of the Lockport Chapter (N. 
Y.), Mrs, Kay Hole, vice president of 
the Niagara Falls Chapter (N. Y.), 
Miss Waterman, and Mrs. Frances Ladd, 
president of the Niagara Falls Chapter. 


2. On behalf of Governor Victor Ander- 


son of Nebraska, Mrs. Martha Robens- 
dorf, president of Cornhusker Chapter 
(Lincoln, Nebr.) , presents a commission 
as Admiral in the Great Navy of the 
State of Nebraska to Mrs. Lily Okura, 
NWYVP, while Sally Schwarz, president 
of Ak-Sar-Ben Chapter (Omaha, Nebr.) , 
looks on. 


3. Proud and happy, these smiling secre- 


taries comprise the new Hawaii Chap- 
ter (Honolulu, T. H.). They are, stand- 
ing, Helen Rudden, Ann Monson, Cath- 
arine Traut, Frances Bougher, Jo Mad- 
den (Denver Chapter), Della Hoe- 
mann, treasurer, Mary Ernstberg, Sue 
Ann Fish, vice president, and Kaye 


Martin. Seated are Edna Bechert, presi- 
dent, Janet McVey, Ethel Shintaku, 
Loretta Peyton, Jo Mimms, Virginia 
Rauchfuss Shaefer, and Doris Jones. 
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NEWS... 


from the fr 





offer to give members of Hawaii Chap- 
ter a complete advance course in public 
speaking gratis, thereby evidencing a 
staunch interest in the newly formed 
group. A very warm welcome was ex- 
tended to the Hawaii Chapter by the 
speaker for the occasion, Mr. Sam Bow- 
ring, manager of the Electric Typewriter 
Division of IBM and formerly of Den- 
ver. Mr. Bowring was of great help to 
the Denver Chapter in contacting quali- 
fied secretaries in Hawaii. Initiation of 
members, installation of officers, presen- 
tation of the charter, the banner, and the 
gavel were all very impressive. Twenty- 
five radiograms of welcome and con- 
gratulations to the mew chapter were 
received and read. Jo Madden praised 
highly the excellent coverage of this 
event by the Honolulu Star-Bulletin in 
three daily issues, and the Advertiser 
(Honolulu) in a Sunday edition. She 
also lauded the United Air Lines, whose 
photographer took many pictures. UAL 
also partially financed the installation 
dinner and furnished leis for the officers 
and members, and flowers for table 
decoration. Officers of the new Hawaii 
Chapter are: Mrs. Edna Bechert, presi- 
dent; Mrs. Sue Ann Fish, vice president; 
Miss Jean Aaron, secretary; and Della 
Hoemann, treasurer. 


Mrs. Lily Okura, Northwestern vice 
president for 1956-57, was guest of 
honor at a luncheon given by Ak-Sar- 
Ben Chapter (Omaha, Nebr.). Scene of 
the luncheon was the beautifully deco- 
rated ballroom at the Blackstone Hotel 
in Omaha. Representatives of other 
chapters in lowa and Nebraska were in 
attendance. Further recognition was ac- 
corded Mrs. Okura by Cornhusker Chap- 
ter (Lincoln, Nebr.) with the presenta- 
tion, on behalf of Governor Victor 
Anderson, of a Commission as Admiral 
of the Great Navy of the State of 
Nebraska—an award of which Lily is 
extremely proud. 


Fifteen secretaries from Denver Chap- 
ter (Colo.) were guests of Robert S. 
McCollum, candidate for United States 
Congress, at an informal discussion dur- 
ing which Mr. McCollum presented his 
views on national and local issues. Mr. 
McCollum is on the advisory board of 
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Denver Chapter’s Coordinating Council 
and has been very cooperative in NSA 
activities. The chapter is proud of Jane 
McMorrine, CPS, who was among the 
“select thirty” to participate in the Vas- 
sar Institute. Jane is a legal secretary for 
the firm of Holland and Nied, and has 
been an officer and committee chairman 
in the Denver Chapter. Robert Rastorfer, 
an Englewood, Colorado, high school 
student, was the recipient of a check 
from the Denver Chapter which covered 
his expenses at the first annual Fellow- 
ship of Christian Athletes Conference 
held at Estes Park, Colorado. Sponsored 
by leading athletes in the country, FCA 
was established to encourage young 
athletes to be aware of their spiritual 
needs as well as their athletic inclina- 
tions. 


Freshman chapter, Boulder Chapter 
(Colo.) has been active since organizing 
in June. Besides regular monthly meet- 
ings, they have conducted two fund- 
raising activities: a bake sale in July, 
and a fashion show in October. Such 
wonderful enthusiasm will undoubtedly 
lead to a great future. 


Members of Cornhusker Chapter 
(Lincoln, Nebr.) journeyed via char- 
tered bus to South Bend, Nebraska, for 
their annual August picnic at the Na- 
tional Bank of Commerce cabin on the 
lake. President Martha Rebensdorf gave 
a delightful and informative resume’ of 
the Annual Convention. 


A Sunday morning brunch at the can- 
yon home of member Betty Baker in 
July and a backyard barbecue at the 
home of President Mrs. Ada Peterson in 
August were enjoyed by members of 
Lomond Chapter (Ogden, Utah). 


After the August dinner meeting of 
St. Paul Chapter (Minn.), members at- 
tended the world famous “Pop” concert 
now in its twentieth season. The chapter 
was one of the sponsors for the evening 
of a Victor Herbert Toyland program of 
music and ice skating. 


Tall Corn Chapter (Council Bluffs, 
Iowa) enjoyed a chicken dinner in July 
at the suburban home of Vice President 
Mrs. Lea Miller. Following a brief busi- 


ness meeting, Mrs. Lois Stone showed 
slides of her recent vacation activities 
in Florida. Guest of the chapter at a 
“dinner out” meeting at the Gourmet 
Restaurant in Omaha was Mrs. Elaine 
McCullough a prospective new member. 


Kachina Chapter (Pueblo, Colo.) is 
proud to announce clearance from na- 
tional headquarters for organizing new 
chapters in their area. Several members 
plan a journey to Canon City to help 
establish a new chapter there. Delegate 
reports of the Annual Convention were 
the highlights of the August meeting of 
the chapter. 


Annual Convention reports were also 
on the agenda at the August dinner 
meeting of Mount Rushmore Chapter 
(Rapid City, S. Dak.) and very aptly 
presented by Mildred Lux, delegate. 


A continental dinner at the Fremont, 
Nebraska, Golf Club sparked the eighth 
birthday celebration of Pioneer Chapter 
(Fremont, Nebr.). Mrs. Lily Okura, 
NWYVP, presented a brief resume’ of 
national news. “Career Girl Fall Fash- 
ions” was the theme of a style show 
sponsored by Schwesers of Fremont. In 
attendance were seventy guests, repre- 
senting Ginsa Chapter (Grand Island, 
Nebr.), Cornhusker Chapter (Lincoln, 
Nebr.), Neboma Chapter (Omaha, 
Nebr.), Ak-Sar-Ben Chapter (Omaha, 
Nebr.), and Sioux Chapter (Sioux City, 
Iowa). 





ATTENTION ... 
NSA MEMBERS ! 


CHANGING YOUR NAME? 


Moving to another state .. . 
another town . . . another street? 
THEN please notify your NSA 
Executive Secretary. 


Miss Helen J. Boyle 

National Secretaries Association 
222 West 11th Street 

Kansas City 5, Missouri 


After correcting her records, Miss 
Boyle will immediately forward 
the information to the circulation 
department of THE SECRETARY. 
Since all address changes must 
clear through National Headquar- 
ters, please do NOT send name or 
address changes direct to the pub- 
lisher. 
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CONVENTION CLINICS (continued from page 13) 


Miss Core stated the first step to accomplish good public 
relations is to get acquainted—that there is no substitute for 
personal contact; and since the goal is to win friendship, 
support and respect for NSA, this can be accomplished by 
telling the story through work with civic groups, clubs, etc., 
and through the media of the press, radio and television. 
Visits to newspaper editors and radio program directors are 
helpful; and human interest stories make for good publicity. 
It was suggested that each chapter organize a speakers 
bureau because a speaker is able to express enthusiasm and 
business and professional groups are anxious to hear the 
story. Public relations, like charity, begin at home. 

Barbara Price introduced the subject of Boss Night and 
said that two points are most important: (1) NSA mem- 
bers should invite the boss’ wife, and (2) the name of the 
event should be changed since “Boss Night” is not up to 
the prestige of these affairs. 

NSA should have the kind of publicity that gets the Asso- 
ciation off the women’s page of the newspapers. In this 
connection it is good to try to tie in the name of a business- 
man with the activity being reported in a press release. 
CPS awards, for example. In reply to a question dealing 
with the advantage of not having NSA news on the wom- 
en’s page, Miss Price replied that it is unusual for a man 
to read the women’s page; and since NSA is a professional 
organization, it should be on the business page—although 
the women’s page is all right for certain types of news. 

A good press release should be brief and contain the 
what, where and who. It should be clearly typed, double 
space, on one page—two pages at the most and NEVER 
three pages. Leave ample space at the top of the page and 
be sure to include the “top” news in the title of the release. 
Get the name right if addressing to one person at the news- 
paper; this is very important. Never call the city editor to 
ask if he is going to use your release. Send the material to 
him accompanied by a note that he may be interested in 
your news. Follow up later on the telephone; however, don’t 
embarrass him (and yourself) by having put him in a po- 
sition to refuse the item. Timing is important: check local 
newspapers—they usually want material a day or two in 
advance of printing it. 

Miss Price advised that chapters should try to make per- 
sonal contact with newspapers, that they should keep send- 
ing them information on a national level, and that a repre- 
sentative of the newspaper should be invited to attend the 
chapter’s next important function. Draw attention to NSA 
national coverage, such as articles appearing in Charm, 
Glamour, etc. 

Other discussions were concerned with methods of select- 
ing a Boss of the Year, entertaining the boss’ wife at an 
annual affair, various methods of celebrating National Sec- 
retaries Week, and the manner in which chapters handle 
the matter of fund-raising. 

Division Officers Clinic 


Chairman Evelyn Day opened the clinic by introducing 
the panel members and announcing the purposes and aims 
of the clinic. The panel consisted of the following: Mrs. 
Evelyn Day, chairman, past president of Ohio Division; 
Marie Starr, president, Florida Division; Mrs. Marie Bishop, 
president, California Division, Mrs. Virginia Bell, president, 
Texas-Louisiana Division. The timekeeper was Mrs. Mar- 
jorie Cron, president, Toledo, Ohio, and the reporters were 
Winifred Popham, CPS, and Madge Nowlin of Detroit. 
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The following three topics were discussed by Miss Starr, 
Mrs. Bishop and Mrs. Bell respectively, after which the 
clinic was thrown open to a question and answer session. 


“Organization for Division Operations”—Marie Starr 


Marie spoke in a modified outline form, giving high- 
lights of action. She urged the divisions to operate on and 
within a fiscal year basis. She suggested dividing a division 
into areas, depending upon the number of division officers, 
assigning each officer a geographical area, and scheduling 
visits to each chapter in her area. 

The incoming and outgoing board should meet to ex- 
change ideas and to plan division committees. When there 
are more committees than division officers, the officers 
could be board contact for two committees. 

The annual meeting actually belongs to the division; the 
hostess chapter has charge of the social part of the meeting. 
The division board should set up the entire meeting, bal- 
ance the budget, determine the cost of the meals first, then 
add the extras. 

The Finance Committee is important. The Auditing 
Committee is necessary. One of the most important com- 
mittees is the By-Laws Committee, which should check the 
chapters to make sure that their by-laws have been approved 
by National. All amendments should be referred to Na- 
tional. A most important committee is the Education Com- 
mittee, which should check each chapter re the use of all 
outlines sent out by the National Education Committee. 
Some divisions combine the CPS Committee with the Edu- 
cation Committee. If division dues are one dollar annually, 
there is no need for a ways and means project. The Public 
Relations Committee is very necessary—its chairman can 
be a division officer. Some public relations committees have 
formed speaking bureaus, which is an excellent idea. 

Passing on information is just as important on a division 
level as on a chapter level. All memos should be sent round- 
robin fashion to all division officers, so that they are kept 
completely informed. 


“The President and Her Responsibility”—Marie Bishop 


The three basic principles of a good president are: En- 
thusiasm; knowledge and understanding of NSA’s past, and 
precepts, and how to put them to use; faculty of securing 
response from others. 

If a president approaches her job with high hopes and 
lots of energy, she will radiate these qualities to her officers 
and to the members. 

With a thorough knowledge of NSA’s past, and the aims 
for its future, a president can encourage her officers to ex- 
tend themselves to achieve the goal of a better Association. 
The faculty of securing response from others is mostly a 
human relations job. It is a sense of enthusiasm for the job. 

As a final generalization, a division president’s responsi- 
bility begins with having confidence in herself. 


“Effective Leadership”—Virginia Bell 


Virginia lead off her presentation with Webster's defini- 
tion of a leader as one who goes before to guide or show 
the way—one who directs in some action—one who is fol- 
lowed. A successful leader must be able to be in the fore- 
front and have that wondrous ability to show the other 
fellow where to go and how. Leadership for a division of- 
ficer means ability to transmit knowledge to others. A 
leader must find out what should be done and the best way 
to do it. (continued on page 30) 
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CONVENTION CLINICS 


Personality, (distinctive personal traits and characteris- 
tics) contributes much to individual leadership. The order- 
giving leader keeps her personality in cold-storage. The one 
who persuades or inspires makes fuller use of personality. 

There is no “one best” personality for leadership. Some 
of the most necessary qualities for leadership are: Original- 
ity, popularity, sociability, judgment, aggressiveness, desire 
to excell, humor, cooperativeness, self-confidence and verbal 
facility. 

It is necessary to awaken the chapters to their responsi- 
bility of considering the election of division officers as im- 
portant, and to select well-qualified top-notch persons as 
officers. 

Another important point of effective leadership is letting 
members get “into the act,” seeking their ideas and sug- 
gestions. ; 


BUZZ SESSION QUESTIONS 


Q. How do you keep division officers informed? 

A. One division president has a file of all correspondence 
received by her during the week and a copy of all cor- 
respondence written by her during that week. This file 
is sent round-robin fashion to all other division officers. 

Q. When a division officer visits a chapter, who pays ex- 
penses? 

A. The by-laws should cover the matter of expenses; how- 
ever, the chapters are usually within driving distance 
and this is not too expensive—this is really one of the 
reasons for the geographic location of chapters. 

. Do division officers visit only at request of chapters? 

. If not requested to visit, the division officer writes and 
asks for a date to be set for a visit from her. Marjorie 
Cron mentioned some of the things that are being done 
in her division; each chapter receives a “free” visit from 
a division officer each year—the officer making herself 
available to each chapter on a first-come first-served basis. 

. If a president can not be sufficiently forceful or not able 
to carry out her responsibility, could other officers in the 
divisional unit take over? 

. This should be covered in the by-laws. 

. How are candidates selected for division president? 

. This is a responsibility of the chapters. A divisional 
officers’ workshop might be one answer. 

. How do division presidents receive educational material 
from other divisions? 

. One division has a procedure manual for procuring new 
chapters, but which is not available for others. 
Another has an information manual for fingertip con- 
trol. This manual contains by-laws, officers’ directory, 
chapter meeting nights, list of speakers available, etc. 
Still another chapter is working on a chapter manual 
which, upon completion, will be available upon request. 

. Should any division issuing a manual send it out upon 
request? 

A. This will have to be checked with the proper persons 
to see whether or not permission must be granted by 
NSA headquarters in each instance. 

. How is a speakers’ bureau developed? 

. This begins in the chapter. One competent speaker 
formed a committee composed of a member from each 
chapter who was also proficient at speaking. 

One of the duties of the divisional speaker chairman is 


(continued from page 29) 


>O 


© 


> O POP 


> © 


>O 


>O 


to prepare a concise and brief set of rules for speakers 
to follow. 

The National Board has prepared a master set of speeches 
which set forth the policies of the Association. Much 
experience was gained during National Secretaries Week 
when members were asked to speak before Rotarians, 
service clubs, high schools, etc. Copies were made of 
each talk (approximately 30) and were sent around to 
each chapter. The success of this procedure has been 
phenomenal. 

The enthusiasm for this bureau has been tremendous, as 
speakers were supplied with material without the neces- 
sity of further research or much effort on their part. 
( This material was supplied by Marie Starr—the Florida 
Division is very active in this project.) 


. What happens if a hostess chapter suffers a loss at its 


annual meeting—should the hostess chapter or the divi- 
sion bear the expense or loss? 


. There should be a national ruling on this. At the mo- 


ment it is up to the division. If the meeting is planned 
carefully, this will not happen. 


. What should be done if there is a surplus? 
. Division officers would like to see the money go to their 


treasury—but in most cases a surplus is due to the 
generosity of the hostess chapter members and they feel 
they should either keep it or share it only with the 
division. 

Suggestions were made to the effect that the funds could 
be used in the future should the chapter activities go in 
the “red,” or if at a future division meeting if the hostess 
chapter needs extra funds. 

One chapter reported surplus funds had been used for 
scholarships and to buy typewriters for a blind center. 


. Does the hostess chapter pay the expense of national 


officers attendance at a division meeting? 


. National officer expenses should be covered in registra- 


tion fee. One unit has a ruling that any deficit or sur- 
plus is divided equally between the division and chapter. 
It was the general feeling that these division meetings 
were held for the benefit of all chapters, and all should 
share in the expenses. Each division officer should send 
out a letter asking if each chapter would be willing to 
contribute to the expenses, before the officer is invited. 
It was suggested that a charge for advertising in the pro- 
gram and for exhibit space at the meeting be made. 
One division operates on the principle that it is an honor 
to have a national officer at the hostess chapter meeting. 
The chapter bears the cost, which is included in the 
registration fee. If the division board asks the national 
officer, then the division bears the cost. 


. How are dues increased? What is the reaction? 
. One division handled this by dropping the Ways and 


Means Committee and explaining their deficits shown 
on their financial report to the chapter members them- 
selves; asking each member to pay an additional fifty 
cents to cover this expense. This fifty cents was included 
with their dues without any opposition. It was the con- 
census of opinion that assessments when properly clari- 
fied are easily taken care of. 


. Why not leave clearance for new chapters to the chap- 


ters, because of the knowledge they might have of the 
members’ qualifications? 


. Because of the location of cities in the states, the pro- 


spective chapter may be more accessible to another 
state. It is felt that the division is the proper place to 
begin on chapter recruitment. 
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The Hoover Repor t (continued from page 11) 


The task force estimated that similar techniques applied 
in all 64 district offices of the Internal Revenue Bureau 
would result in an annual saving of $5.5 million. And to 
this should be added the saving in priceless human energy 
resulting from the reduction of frustration and confusion 
in offices and households all over the nation. 

The commission and task force reported that tremendous 
savings could be effected by the simplification, elimination 
and consolidation of Federal forms. For example, the Navy 
has consolidated 3,161 forms into 752—an action which 
was heartily recommended to other government agencies 
by the commission. 

And as in many other areas of governmental activity, 
efficiency in paperwork will save money for business. 

In this connection the commission pointed to a pro- 
posal by the Bureau of Internal Revenue and the Social 
Security Administration for the simplification of Forms 
941 and 641 A (Employers Quarterly Federal Tax Return). 
These forms require 184 million lines of information from 
businessmen—to be typed, of course, by their secretaries. 
Consolidation of these forms as recommended by the com- 
mission would save businessmen an estimated $22 million 
a year in addition to the savings within the Government. 


Reports on Halibut and Raisins 

This brings us to government reporting. The Government 
requires about 25,000 different reports annually from its 
field units. Another 100,000 reports are used internally in 
Federal offices. And finally, there are 2,000 reports that 
agencies make to each other, while 4,700 reports are re- 
quired of private citizens and businesses. 

The commission reported that many of these reports, 
gathered at a cost of $700 million a year, are virtually use- 
less. Many of them cull information of no value or interest 
to the Government while vital information is often omitted 
or lost in a sea of paper. In other instances data is pains- 
takingly gathered which have already been made available 
in reports received by another government agency. 

Moreover, the task force actually discovered cases in 
which businessmen had deliberately omitted reports or pages 
of reports. Yet they were never missed by the Government. 
Certainly this is not the way to solve the paperwork prob- 
lem nor is it recommended as an operating procedure to 
business. However, it does confirm to some extent the 
thought that a given report would never be read—a sus- 
picion which certainly must lurk in the heart of many a 
secretary as she rushes to complete a government report. 

The volume, complexity, and variety of reports that the 
Government sometimes requires of businessmen is almost 
incomprehensible. Accordingly, the task force reported to 
the commission: 

“We also found the Government requires from the nation 
a variety and volume of reports and recordkeeping that may 
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well prove immeasurable. A sampling of such requirements 
includes: 

“(1) When a whale is caught on a routine whaling 
expedition and word is radioed to a station, the 
fact shall be entered immediately in a permanent 
record. 

“(2) The proprietor of a corner grocery store should 
find out if he is a halibut dealer. If this is so, he 
must keep certain records. 


“(3) Persons who acquire, store and dispose of raisins 
must keep certain records prescribed by the Raisin 
Administration Committee of the Department of 
Agriculture. They are not told, however, how long 
they must keep the record. This could mean for- 
ever. 


Imagine your modest corner grocer laboring over his 
halibut records or the raisin merchant seeing his place of 
business choked with raisin records. But others suffer too. 
The task force estimated that more than four million small 
businessmen spend five to twenty-nine percent of their 
time on government paperwork. And this frustrating work 
goes on in addition to the enormous volume of govern- 
ment paperwork required of larger businesses and individ- 
uals. 


What's Done With It All 

The task force described the Government's record keep- 
ing as a demonstration of the “hoarding instinct.” 

It found that the Government maintains 24 million 
cubic feet of records and that 159,000 government em- 
ployees are occupied full-time in filing activities. Yet only 
15 percent of the agencies studied by the task force have 
policies designating specific locations for files and only 39 
percent prescribe standard systems of filing. 

The task force found that many of these files could be 
disposed of, thereby releasing personnel and valuable fil- 
ing space for more important uses. 

As a result of the study on paperwork management, the 
commission made recommendations including the follow- 
ing: The President should establish a paperwork manage- 
ment program in the executive branch of the Government 
with a top official responsible in each department and 
agency. The General Services Administration should super- 
vise all phases of paperwork management in the Govern- 
ment. Special attention should be given to “the need to 
protect the public from unnecessary reporting burdens” by 
reducing the number of reports required of the public. 

It is estimated that full implementation of these recom- 
mendations would result in a saving in government funds 
of more than $220 million. 

But this is not all. We have reviewed only one phase of 
the bipartisan Hoover Commission’s great work. Our next 
article will review some other interesting facets of the 
commission’s studies. 
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No... 


the 


IBM Electric 
can’t do 
the filing 




















The IBM Electric can help you get 
ahead of “piled-up” work! That’s be- 
cause you turn out your typing so much 
faster and better when electricity does 
the hard work for you! When typing on 
the IBM Electric, you use 95.4% less 
“finger-effort” than a manual requires! 





...no other typewriter makes it so much easier 
for you to do a wonderful job! 


Just think how much fresher you'll feel 
throughout the day. 

Of course the boss will be delighted 
when you’re doing a better job than 
ever—and when his letters are as hand- 
some as only the IBM Electric can make 
them. So suggest a call to IBM today! 
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Choose from 7 exciting colors: Larkspur Blue, Yellow 


Jasmine, Midnight Blue, Woodland Green, Tropic Tan, mat , DELL ALL r , ER ELECTRICS COMBINED i 


Dove Grey, Cascade Green (last 3 at no extra cost). 








